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Introduction

The opportunity is here, in some schools for ,' , first time, to create com-
prehensive career development programs and integrate them into the curriculum.
In the past year, the Oregon Department of Education has placed increased em-
phasis on monitoring districts' compliance with state standards, including those in
career education, career development, and guidance and counseling. The Nation-
al Occupational Information Coonlinating Committee has prepared National
Career Development Guidelines.

In the 1970s, career education 7rograms sprouted up in schools throughout the
state: the Oregon Board of Education adopted standards for public schools re-
lated to career education, career development, and guidance and counseling, and
the Teacher Standards and Practices Commission (TSPC) instituted a career
education requirement for prospective teachers at Oregon's colleges and univer-
sities. By the early 1980s, however, TSPC had removed that requirement, and
most teachers entering Oregon classrooms had little or no preparation in career
topics.

In the past year, the Oregon Department of Education has again stepped into a
strong leadership role to improve public school career programs, and school ad-
ministrators, counselors, and teachers have responded enthusiastically. Other
trends in Oregon, such as the drive for excellence in education, declines in voca-
tional program enrollment, and serious school district budget problems, have high-
lighted the importance of guidance and counseling, particularly in the area of
career development.

The Oregon Occupational Information Coordinating Committee (00ICC) and
the Oregon Career Information System (as) have been active participants in this
revival of concern for career education. 00ICC has worked closely with the
Oregon Department of Education to help educators understand the changes occur-
ring in the economy and the workplace and to make educators aware of the
variety of national, state and local labor market information resources available
for use in career development programs. OS has long advocated the Ilse of
career information not only in career guidance and counseling programs, but also
throughout the school curriculum. The Oregon as Director has been a key mem-
ber of state level advisory and steering committees focusing on strengthening
career development, guidance and counseling for the past four years.

The climate in Oregon is perfect for improving career guidance and counseling
programs. School counselors and administrators in Oregon are starting to design
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new curricula to meet the state standards; teachers and counselors are concerned
with understanding career development concepts and providing relevant instruc-
tion and experiences for students. The National Career Development Guidelines
offer ways to evaluate student performance that can be useful in the many kinds
of programs found in our state. This book is designed to present the National
Career Development Guidelines and to serve as a reference tool for using canter
information in comprehensive career development programs.

This book includes a discussion of the role of career information in career
education, guidance and counseling programs, the National Career Development
Guidelines (the competencies and indicators at the high school level), cross-
reterence tables to relate state standards, national guidelints, and state and nation-
al career information resources. Sample programs and activities from schools
around the state make up the largest section of the book: such materials as goal
statements, course outlines, lesson plans, and worksheets are included. A section
at the end of the book describes the resources available for planning career
development programs and tells where to find them.

We hope you will find this publication useful and make it a part of your plan-
ning process.

2
8
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Section 1

The National Career Development Guidelines
for the High School Level

To help create comprehensive and effective career development programs, the
National Occupational Information Coordinating Committee (NOICC) has
developed the National Career Development Guidelines. The impetus for this
achievement came from states, professional associations and the Carl Perkins
Vocational Education Act.

The National Career Development Guidelines serve as the basis for the
development of state and local standaids at five educational levels and provide a
framework for program review and implovement. The guidelines contain specific
student or client competencies and performance indicators, counselor qualifica-
tions and competencies needed to deliver the programs, and institutional
capabilities essential for providing quality programs at each level.

Implementation of the guidelines will

Strengthen career development.

Help students meet the goals identified in the competencies.

Set up a structure for review and evaluation within career development
programs.

Help counselors identify topics for their own continuing education to
become better able to serve their students or clients in career
development areas.

Provide ways for institutions to gauge their own capacities for creating
and maintaining career development programs.

Schoolwork, Lifework: Section 1 3
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Competency I. Understanding the Influence of a positive self-con-
cept on career development.

____]

Guideline modules have been developed at five educational levels:

1. Elementary .

2. Junior/Middle School
3. High School
4. Postsecondary
5. Community and Business Organizations (Adult)

This publication deals with the High School level only. For information about
the guidelines for the other levels, contact Nancy Hargis, Oregon SOICC Direc-
tor, 875 Union St. N.E., Salem, Oregon, 97311, 378-8146.

Twenty-one states are presently receiving funds from NOICC to implement the
guidelines in local sites. NOICC will collect and publish the experiences of
selected sites. These case studies will help others planning to implement the
guidelines use proven techniques and avoid pitfalls.

The following student competencies and indicators are from the National
Career Development Guidelines for the high school level. Indicators related to
career information are shown in bold type.

The student will--

1. Identify and appreciate interests, abilities, strengths, weaknesses, and
other characteristics that are unique about him or herself..

2. Receive feedback from peers regarding personal characteristics and
grow in achieving a realistic perception of self.

3. Demonstrate an understanding of bow interests, abilities, strengths,
weaknesses, and other attributes relate to achieving personal, social,
educational, and career goals.

4. Demonstrate ability to accept him or herself as a total person with
unique and worthy traits, characteristics and potential.

5. Demonstrate an understanding of environmental influences on one's
behavior.

6. Demonstrate the ability to manage one's behaviors in developing and
maintaining a healthy self-concept.

4 Schoolwork, Lifework: Section 1
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Competency II: interpersonal and social skills required for positive
interaction with others.

The student will--

1. Develop interpersonal skills necessary for harmony in relationships with
others.

2. Demonstrate social skills, self-control, and respect for others.

3. Evaluate interpersonal behaviors and modify them, when appropriate,
based on feedback from others.

4. Demonstrate interpersonal skills required for working with and for
others in a work setting.

5. Describe appropriate employer and employee interactions in varying
situations..

6. Demonstrate skills in expressing feelings, reactions, and ideas in an
appropriate way.

Competency III: Understanding of the interrelationship of emotion-
al and physical development and career decision making.

The student will--

1. Describe how developmental changes in the life cycle affect physical
and mental health.

2. Describe the effect of emotional and physical health on one's behavior
and career-related decisions.

3. Demonstrate control of emotions and ways in which they are expressed.

4. Describe and demonstrate healthy ways of coping with emotional and
stressful situations within him or herself and others.

5. Implement appmpriate coping skills when dealing with conflicts and
stress.

6. Exhibit behaviors that are important in maintaining good physical and
mental health.

Schoolwork. Lifework: Section 1
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ICompetency V. Positive attitudes toward work and learning. i

Competency IV. Understanding of the interrelationship between
educational achievement and career planning, training, and place-
ment.

The student will--

1. Demonstrate the application of academic and vocational skills to the
achievement of personal goals.

2. Relate achievement of academic and vocational skills to personal
interests.

3. Describe the importance of academic and vocational skills for
achieving desired life style, standard of living, and career choices.

4. Use knowledge and skills developed in academic and vocational
disciplines in planning for career and life goals.

5. Demonstrate an understanding of how education relates to the
selection of college majors, participation in fUrther training, and/or
entry into the job market.

6. Recognize and acquire transferable skills that can apply to a variety
of occupations and changing occupational requirements.

7. Relate essential learning skills to skills required in the work
environment.

8. Formulate educational plans that reflect continued learning
directed toward achieving career goals.

The student will--

1. Identify the positive contributions careers make to society.

2. Demonstrate knowledge of and an appreciaticn for the variety of
occupations and their significance.

3. Demonstrate a positive attitude toward work as an integral part of ones
life.

4. Demonstrate learning habits and skills that are integral to work and
educational situations throughout life.

6 Schoolwork. LW work: Section 1
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5. Demonstrate responsibility for work attitudes and habits in education
and watt situations.

6. Demonstrate positive work ethics and attitudes.

ICompetency VI. Sid lis for locating, evaluating, and Interpreting In-
formation about career opportunities.

The student will--

1. Discus the requirements of occupations related to interests and
abilities and to high school and postsecondary education and
training programs.

2. Use available handbooks, career materials, labor market informa
tion, and computerized career information delivery systems
developed and disseminated by nationalb state, and local agencies
and commercial publishers to aid career exploration or to formulate
tentative career choices.

3. Use various classification systems that categorize occupations and
industries (e.g., Dietionaly of Occupational Titles).

4. Discuss the concept of career ladders as related to different levels of
work in a career area.

5. Examine the aspects of self-employment, entrepreneurship as a
possible form of employment.

6. Establish contacts with individuals working in a selected occupation
who might be information resources, role models, or mentors.

7. Recognize the influence of change in supply and demand for
workers in different careers at the local, state, and national level.

8. Identify employment trends as they relate to training programs and
employment in the state and local community.

9. Describe the impact of factors such as population, climate, and
geographic location on local occupational opportunities.

Schoolwork, Lifework: Section 1
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Competency Vil . Skills for preparing, locating, obtaining, maintain1-
ing and advancing in a job

The student will--

1. Demonstrate the ability to locate, interpret, and use information
about job openings and opportunities.

2. Demonstrate educational and vocational skills required for a full- or
part-time job.

3. Demonstrate skills and behaviors necessary for a successfhl job
interview.

4. Develop skills in preparing correctly a resume and complete job
ap plication.

5. Identify employers for specific occupations and job openings.

6. Demonstrate employability skills necessary for entry into the labor
market.

7. Develop skills to assess occupational and career opportunities in
terms of working conditions, benefits and opportunities for
advancement.

8. Use placement services to make a successful transition from high school
to civilian employment, entry into the armed services, or postsecondary
education/training leading to the attainment of individual career goals.

9. Demonstrate an understanding that job opportunities often require
relocation to another city or state.

10. Develop skills necessary to function in life as a consumer and to
manage one's personal finances.

1Competency Vill. Understanding of how societal needs and func-
tion influence the nature and structure of work.

The student will--

1. Describe the importance of careers as they affect values and life stylcs.

2. Describe how society's needs and functions influence the demand
and supply of goods and services and the resulting impact on
careers.

8 Schoolwork, Lifework: Section 1
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3. Differentiate among career opportunities on the basis of their contri
butions to the needs of society.

4. Describe occupational and industrial trends as they relate to train
ing programs and employment in the state and local community.

5. List the community's major employers, the goods or services they
produce, and their overall impact on members of the community.

6. Demonstrate an understanding of the global economy and I ,w it
affects each individual.

Competency IX: Skills in making decisions and choosing alterna-
tives in planning for and pursuing educational and career goals.

The student will--

1. Accept responsibility for making educational and career choices and
moving towards tentative career goals.

2. Accept responsibility for the consequences of decisions.

3. Evaluate personal abilities and limitations for meeting requirements for
postsecondary education/training programs.

4. Make appropriate choices during high school that will lead to
marketable skills for entry-level employment or to advanced training.

5. Identify and take required steps toward transition from high school
and entry into postsecondary education/training programs or the
world of work.

6. Identify and take necessary steps to apply for and secure financial
assistance for postsecondary education and training.

7. Demonstrate the effective use of time, effort, and resources in making
decisions.

8. Identify alternate courses of action in a given decision-making situation.

9. Project and describe factors that may influence educational and
career decisions.

10. Relate the choice of high school and postsecondary courses to a
career and educational plan.

Schoolwork, Lifework: Section 1 9
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11. Pre _act the effect one's career decisions may have on significant others
and life styles.

Competency X: Understanding of the interrelationship of life roles
and careers.

The student will--

1. Acquire a basic knowledge of life cycles and corresponding life styles.

2. Describe factors that determine life styles suci. as socio-economic status,
culture, values, career choice, and work habits.

3. Describe ways in which one's career choice may affect future life style.

4. Explain the contribution of a career to a balanced and productive life.

5. Describe ways in which roles in work, family, and leisure are inter-
related.

6. Examine different career patterns and their potential effect on family
patterns and life styles.

7. Describe the importance of leisure activities in relation to careers.

8. Demonstrate ways that occupational skills and iuwwledge can be
acquired through leisure activities.

1 Competency Xi: Understanding of the continuous changes in
1 male/female roles and how they relate to career decisions.

The student will--

1. Identify factors that have influenced the changing work patterns of
women av.d men during the last decade.

2. Identify evidence of sex stereotyping and sex bias in education
programs and the world of work.

3. Develop attitudes, behaviors, and skills that contribute to the elimination
of sex stereotyping and sex bias.

4. Take courses appropriate to one's occupational choice, even if they are
most often taken by members of the opposite sex.

10 Schoolwork, lifework: Section 1
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5. Describe problems, adjustments, and advantages of entering ,:. nontradi
tional occupation.

Competency XII. Skills In career exploration and planninci7-1

The student will--

1. Develop career plans that include the concept that a changing world
demands lifelong learning.

2. Acquire knowledge of postsecondary vocational and academic
programs.

3. Validate or revise the career and educational plan developed in
middle school/junior high to coincide with developing career and
educational plans and actual educational attainment.

4. Demonstrate an understanding of how constant changes in the
world of work require frequent retraining and updating of employees.

S. Use school and community resources to explore education and
career choices.

6. Describe the costs and benefits of self employment.

7. Acquire occupational-related skills through volunteer experiences, part-
time employment, and/or cooperative education programs.

8. Develop skills necessary to compare education and job opportunities in
terms of occupational, training, and continuing education benefits.

Schoolwork, Lifework: Section 1 11



Section 2

The Role of Career Information in a
Comprehensive Career Development, Guidance
and Counseling Program

Career information helps people of all ages learn about the world of work and
its rclationship to their educational and career goals. The labor market is chang-
ing rapidly, so it is important that the information be as current, as local, and as ac-
curate as possible. As businesses strive to become competitive in world markets,
new technologies develop requiring new skills, new relationships become neces-
sary between workers and managers, and pay and benefits change. To be ready to
join today's workplace, people making decisions about careers need to learn
about these new developmcats.

Oregon's Changing Economy

Oregon's economy has changed dramatically in the past ten years. These chan-
ges are permanent, structural shifts that affect everyone. Examples of these chan-
ges include:

1. The shift from goods-producing to service-producing employment.

Between 1979 and 1988, employment in manufacturing industries
dropped by 6.2%.

Lumber and wood products, traditionally one of the largest
employers the state, lost 15.4% or 12,500 jobs.

Non-Manufacturing industries gained more than 110,300 jobs.

Schootwork, Lifework: Section 2 13
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The most growth (40.3% rate of increase) occurred in the Service
industry, where 74,900 jobs were created.

Overall, the number of jobs in goods-producing industries
decreased (by 10.3%) and the number of jobs in service-producing
industries increased (by 16.2%).

2. The restructuring and down-sizing of large firms and the new job
creation power of small firms.

3. Changing the work environment so that there are fewer work rules and
more generalized job descriptions.

4. The need for more multi-skilled and higher-skilled occupations.

5. The dislocation of thousands of Oregon's traditional workforce and the
need to continually retrain the existing wotkforce.

The days have vanished when an unskilled high school drop-out (or even a
high school graduate) could easily find secure, high-paying employment in the
state's natural resource based industries. The new jobs tend to be in profes-
sional/technical, managerial and sales occupations. The skill shift toward profes-
sional/technical occupations has been dramatic. From 1979 to 1986, over 57,000
new professional/technical jobs were created. People with low levels of educa-
tion or few skills may find themselves out of work or with little ability to earn an
adequate living in the changing Oregon economy.

Jobs in the future will clearly require a new set of skills, especially flexibility
and the ability to communicate, cooperate and learn. The table that follows this
section, "The Changing Workplace: iNvo Models," describes some of the impor-
tant ways in which the workplace of the 1990s differs from that of the past.
Career information will continue to play a vital role in career development
programs as educators and students attempt to keep up-to-date with the changing
economy.

Working with the State Standards and National Guidelines

The dramatic shifts in today's job market make it especially important that
people setting career goals or contemplating career moves understand not only
the dynamics of the market and work place, but also how their plans for education
and training fit the current requirements of an occupation. One way to provide
that help is to integrate career information into school curriculums. The State of
Oregon has re-emphasized its standards for career education, and the National Oc-
cupational Information Coordinating Committee has released National Career
Development Guidelines to help schools and agencies develop comprehensive
career education, guidance, and counseling programs.

14 Schoolwork. Lifework: Section 2



The National Guidelines address several levels of a career development
program: on the student level, the Guidelines provide competencies and in-
dicators to measure performance and understanding. At the staffmg level, the
Guidelines include a list of "counselor competencies" to indicate areas in which
counselors need to be knowledgeable. On the program planning level, the
Guidelines offer suggestions for how to set up a lasting, comprehensive career
education program with solid administrative and community support.

The parts of the guidelines that can be addressed with career information are
shown in bold type in Section 1. (That section also shows a complete listing of
the Guidelines' competencies and indicators at the high school level.) The matrix
in the center of this book matches the student competencies in the Guidelines
with the relevant state standards.

To understand the possibilities for using the state standards and National
Guidelines together, consider a comprehensive career development program as a
house to be built. The state standards provide a kind of "building code" for
program quality and structure. The particular house, however, can and must be
built uniquely for the family who will live in it. The National Guidelines, in offer-
ing suggestions for steering and advisory committees, provide a way to get caring
people involved in the design to make sure it will be appropriate to the needs it
must serve. Tne student competencies and indicators in the Guidelines provide a
way to discuss the hard-to-grasp levels of satisfaction experienced by the people
living in the house Career information, of course, provides the furniture essential
for meeting individual needs.

An Overview of the State Standards

Oregon Standard 581-22-316 requires one-half unit (65 hours of instruction)
of career development for each student during grades 9 through 12. These instruc-
tional hours must include experiences designed to assist them to: 1) evaluate pre-
vious career-related experiences; 2) explore areas of interest and aptitude in
depth; and 3) make tentative decisions in keeping with their career goals.

Oregon Standard 581-22-405 requires that each school district implement
plans for career education with goals for each instructional program. Each district
shall provide career-related activities for every student through each instructional
program at every grade level, K-1 through 12. This infusion is demonstrated by
the inclusion of career-related goals in the planned course statements for every re-
quired and elective course in grades 9-12.

Oregon Standard 581-22-702 requires that each school district have a coor-
dinated guidance and counseling program to support the educational and career
development needs of students. Districts are required to adopt program goals to
assist students in reaching this potential. Each high school student is required to
have a four-year education plan, updated annually, to coincide with their develop-
ing career and educational plans and actual educational attainments.

Schoolwork, Lifework: Section 2 15
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Oregon Standard 581-22-201 sets forth six goals for the public schools.
These goals are designed to assure that eveiy student shall have the opportunity to
learn to function effectively in six life roles: INDIVIDUAL, LEARNER,
PRODUCER, CITIZEN, CONSUMER and FAMILY MEMBER. The
PRODUCER role involves the development of knowledge, skills and attitudes
necessary for successful participation in the workplace. Oregon stddents will
learn:

Of the variety of occupations;

To appreciate the dignity and value of work, and the mutual
responsibilities of employes and employers;

To identify personal talents and interests;

To make appropriate career choices;

To develop career skills

Oregon Standard 581-22-602, related to Assessment and Evaluation, requires
that each school district shall maintain records to identify each student's progress
and needs. These records are to include general educational progress in personal,
social and career development.

Effective Use of Career Information

In Oregon, people receive career information primarily through the Career
Information System (CIS). CIS is delivered through a variety of media--books,
Needle-Sort decks, microcomputers, and mainframe computers. People using the
Career Information System have access to information on many topics, including
occupational descriptions, working conditions, outlook and wage information,
employment estimates and projections, education, training and skill requirements,
licensing requirements and apprenticeship possibilities. Descriptions of programs
of study and information about state and national schools and training programs
are available as well. CIS also has a Visit File with mums, addresses and phone
numbers of people who are willing to spend time talking with students interested
in their area of work. Students currently seeking jobs may be intere2ted in the Job
Search File, which includes topics such as researching employers, writing a
resume, and interviewing.

In order to be most effective, career information must be fully integrated into
the curriculum at each grade level and into the guidance and counseling program.
It must be used on a regular basis by students throughout high school: one ninth-
grade experience with a microcomputer system is not enough! And, old materials
must he removed regularly to ensure students are getting the most current informa-
tion available.

16 21 Schootwork, Lifework: Section 2



Roles of the School Staff

Career information can be the cornerstone of career planning and decision-
making, and school personnel are vital players in the process of getting that infor-
mation to students. Although their roles may overlap, major responsibilities for
career information can generally be divided as follows among counselors,
teachers, and administrators:

Counselors

1. Supervise organization and operation of a career center.

2. Select career information resources to be available in the career center.

3. Emphasize the importance of career planning and decision-making to
students.

4. Interpret career information resources for students, parents and faculty
members.

5. Consult with teachers on ways to integrate career information into the
classroom.

6. Administer and interpret aptitude, interest and achievement tests to
students. Help students relate test results to careers.

Teachers

I. Use career information in their regular classes, not just in the career
education class.

2. Help students relate their career goals to their class work and to
individualized projects or research.

3. Refer students to community members who could provide personal
information on specific careers.

Administrators

1. Provide a budget sufficient to maintain high quality, current career
information resources in quantities sufficient to assure students will
have adequate access to them.

2. Provide time for counselors and teachers to develop curriculum
materials, attend training sessions on career information delivery
systems, arid participate in conferences and seminars on the changing
workplace.

3. Support counselor and teacher efforts to improve the career information
component of the guidance and counseling program.

Schoolwork, Lifework: Section 2 17
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Work Design

Production

Worker

Manager

Technology

Job Classification

Compensation

Training

Evaluation

Communication

The Changing Workplace: Two Models

Mechanical/
Industrial Model

Information/
Systems Model

Educational
Issues

Functional responsibility Systems of production Emphasize human resources;
'social good and "profit" go together.

Management-controlled Worker- and work group- Problem solving/people skills;
controlled understanding production processes.

Machine operator Technological problem- Develop "professional technical
solver worker." More math, sdence and

logical thiridng sidlis are needed.

The boss tells workers Leader sets goals and New kinds of rmagement and
what to do provides support woreer-training programs are needed.

Mechanical worker; Work team uses Understand and use technology;
labor intensive technology create new technologies and

approaches. Entrepreneurial
skills are useful.

Segmented, detailed Generalized work teams Value of work, pay equity, equai
job descriptions and job descriptions opportunities; employee flexibility

and attitude are imortant.

Job-based Skill-based 'Pay for knowledge* compensation
systems.

Job-specific/short term Multi-skilkhanging "Liberal Me technician/cross
training/lifelong learning/
retraining.

Manager-based Peer-based Objectivity, communication,
cooperation.

Top down/hierarchical Networking/horizontal Open communication, teamwork.



Section 3

Cross-Reference Tables

This section includes two cross-reference tables to help you use career informa-
tion effectively. The first matches Oregon career information resources to the
relevant parts of the National Guidelines and State Standards; the second does the
same with national career information resources. For descriptions of the
resources listed, see Sections 5 and 6 in this book.

Schoolwork. Lifework: Section 3
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National Career Information Meets the National Guidelines:
a Cross-Reference Table for Curriculum Planning

The indicators listed below are those that are most directly tied to the use of state career information resources.
You may be able to use career Information indirectly to help fulfill ether parts of the National Guidelines.
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DEVELOPMENT GUIDELINES

.032t110621411X111...

RELEVANT
STATE

XII:2 Acquire knowledge of postsecondary X
vocational and academic programs.

xua Ylotiddeor twin thearreerand X
WOOS** pan demi/toped Inmickila
110101060, *ht.conewvdta
doidtiptconowand*WOW

Ailacetional Itialnmen
Xli:4 Demonstrate an understanding of how X

constant changes in the world of work
require frequent retraining and updating
of employees.

X115 UN school end community resoultes to
explore educetlon a-Wearier chokes.

XII:6 Descries the costs and benefits of self X
employment.

4

316; 702(1XsXC)

4

405

515; 405;
7020 X*X43)

316



Section 4

- Program Types, Real Programs, and Sample
Materials

This section provides goal statements, course outlines, and student worksheets
from a variety of schools and school districts in Oregon. In the fall of 1988, the
Oregon Occupational Information Coordinating Committee began a search for ac-
tivities in use in Oregon schools that would help fulfill both the state standar& for
career education and the National Career Development Guidelines. The pmgrams
represented in this section include high schools (and one junior high) with enroll-
ments from 175 to 1,605 students. They are not necessarily "model programs" in
the sense that they are ideal or perfect; rather, they represent the sincere efforts of
many different people with the same goal: to prepare students to make informed
choices about their educations, their careers, and their life roles.

To help the reader locate relevant ideas, the section is organized into program
"types:" career education classes, career education unit in a required class, central
career center, counselor-directed activities, independent student projects, and
career education infused in the curriculum.

A page at the beginning of veh category explains the program type and lists
the schools included under that type. Most of the xhools do not fit neatly into
one program type. Rather, programs and their materials have been placed in a
category based on the focus of the particular materials that school has provided.
We have also cross-referenced the schools to the other program types to highlight
the variety of approaches used.

In the process of organizing these materials, we have made two observations
worth noting. First, no single approach to the delivery of career development and
guidance services can adequately address the needs of the students. The more
varied the approaches, the more comprehensive the program, the greater the op-

Schoolwork. Lifework: Section 4
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portunities to strike a chord with each student about the connection betwom
education and the world of work during their high school years. Second, for the
infused program type, we did not find an existing program that fit satisfactorily,
so that category consists of the explanation page only. Several of the schools do
rely on infusion for specific components of their programs, but none rely on the
infusion model for their primary delivery. Oregon State Standard 405 requires in-
fusic,n in all curriculum areas. How completely this standard is being addressed
remains a question.

For each individual school, a page summarizes its program, lists its sample
materials, and identifies the state standards and national guidelines it addresses.
We have left the sample materials close to their original format and, where pos-
sible, included some explanatory notes on their use. A few of the programs are
also State Model Programs (see Appendix C). These are identified with a star
next to the school name.

30 Schoolwork, Lifework: Section 4

41



,

Career Education Class

Many schools conduct career education classes to meet the Oregon State
Standard 316, requiring 1/2 unit career development for graduation. These
classes are often full semester courses taught at ninth, tenth, or eleventh grade.
However, many schools are choosing to split the curriculum into ninth and
eleventh or tenth and twelfth grade sequences. In this way topics appropriate
to the developmental stage of the students can be presented in a timely fashion.

Teachers come from a variety of disciplines. Some districts have teachers
specifically assigned to career education. Most rely on teachers assigned from
a variety of departments. Counselors teach these classes in some schools.
Assignment of enthusiastic instructors, well prepared in the subject matter,
continues to be one of the most difficult aspects of delivering an excellent
career development experience in a career education class.

The typical curriculum covers self awareness and assessment, occupational
exploration, goal setfing, educational and life planning, job search skills, and
general economic and labor market topics.

Sample Materials:

J.B. Thomas Junior High School 33
Grade Nine - Self Awareness and Career Exploration Process
Occupational Trends for the Future: Worksheet
Occupational Trends for the Future: Group Discussion
Occupational Evaluation
Interview Questionnaire
Opting for Success
Oregon Colleges Information Report

* Enterprise High School 42
Career Education Course Content (Grade 10)
Career Education Job Analysis
Occupational Evaluation
Career Education Assignment Guide (Grade 12)
Liberal Arts or Specialized Skills?
Decision Time: Work or School?
Labor Market Trends Research
Spotting Labor Market Trends
Making the Job Outlook More Meaningful
Post-High School Planning

Schoolwork, Lifework: Section 4
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See Also . . .
Career Education Class
n a Secondary :

Taft High School 105

Tigard High School 139

32
4 5 Schoolwork. Lifework: Section 4



J. B. Thomas Junior High School
Contact: Larry Veltrie or Steve Sayre

J.B. Thomas Junior High School
645 N.E. Lincoln Street
Hillsboro, OR 97124
640-8939

School Enrollment: 917

Counselor/Student Ratio: 1:260

Program Summary: At J.B. Thomas Junior High School, plans for future education
and employment start in the 8th grade. By 9th grade, students
have completed a four-year plan. The 9th grade career
education class continues this planning with a self-awareness
and career exploration process that begins with QUEST.
Students research two occupations from their QUEST list and
then get together with other students in the class to compare
information. Each student also completes an interview with a
person from the community abeut a career.

Sample Materials:

State Standards:

At the end of the self-awareness and career exploration process,
students re-evaluate their four-year plans and research
opportunities for postsecondary education.

Grade Nine - Self Awareness and Career Exploration Process;
Occupational Trends for the Future: Worksheet;
Occupational Trends for the Future: Group Discussion;
Occupational Evaluation;
Interview Questionnaire;
Opting for Success;
Oregon Colleges Information Report.

702(1)(a)(B),(2)(d).

National Guidelines: VIA, .2,.6; XII.2, .5

Career information Resources:

Micro-CIS, Oregon Careers

Schoolwork, Lifework: Section 4 33
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Grade Nine - Self Awareness and
Career Exploration Process

A) Self Awareness - During the first week of class each student looks over the CIS list of
Oregon occupations. Students jot down two occupatbns they would research. They
then do GUEST. If their occupations are not on the list, the students ask "WHY NOT."
This information is turned in for credit.

B) Each student individually researches their particular occupation. (see attached question
sheet) A variety of he;p(ul information is obtained. Examples, include student aptitudgs,
skills, required courses and employment outlook.

C) Students form groups of occupational clusters. Each cluster group reports to class
members about jobs available, averago income, aptitudes and training, and preparation
recommended. Students take notes on provided information. Salary, training and
outlook information can then be compared.

D) Students receive five names of community members who they could visit or call about their
occupation. Students use worker interview form (see attached) to ask pertinent
questions.

E) Students fill out a four-year high school plan form and answer questions on the college
sheet. At the end of this unit, each student reports to the other students, who take notes
on tuition, admission requirements, GPA required, and course needed.

34 1 7 Schoolwork, Lifework: Section 4



Occupational Trends for the Future: Worksheet

1. According to trends in the year 2000, consideraole job growth will occur in which three occupations?

Which three occupations will show a decline?

2. Of the new full-time jobs that pay a higher than average wage, most will require post high school

training. Name the seven training areas that will be available.

3. According to Oregon economic trends in the year 2000, increased foreign and domestic competition will

force employees to do what three things?

4. What three effects will limited or declining employment opportunities have on Oregon?

5. What three factors have led to the increase in the number of businesses owned by women?

6. What three reasons, according to the Bureau of Labor Statistics, account for the earnings gap between

men and women?

7. What are the five emerging support service needs of women in the labor force?

8. Name three problems affecting younger workers with the expec:ed older and mcre experienced labor

force.

9. Work life in the year 2000 will be the result of trends and counter trends. Name three trends that will

lead to a lack of job security.

10. Additional trends point to a more secure wodc life. Name these three job security trends.

SChoolwork, Lifework: Section 4
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Occupational Trends for the Future:
Group Discussion

1. What will living in Oregon be like in the year 2000? Things to consider: a) where will people live; b)
what will be the standard of living; c) how much money will people make; d) what effects will jobs
have on their life style?

2. What will men and women be doing in the year 2000? Things to consider: a) marriage and divorce
rates; b) standard of living; c) population centers where will people liver; d) more women in the work
force than ever; and child care.

3. What role will colleges and technical schools have in the year 2000? Things to consider: a) course
offerings; b) expenses of college; c) college admission requirements; d) what colleges to attend.

36
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Occupational Evaluation

Name Date

1. Title of Occupation

2. In two sentences describe what you would do:

3. What are three aptitudes you need?

4. What is the wort setting like?

5. What are the hiring prac,..:es?

6. What are the wage opportunities? List average, minimum, maximum

7. What is the outlook? What does the outlook depend on?

8. What three skills fit this occupation?

9. What training and preparation is recommended?

10. List four high school classes you could take for preparation.

SchooNvonc. Lifework: Section 4
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Interview Questionnaire

Job Title

Male or female? (You shouldn't need to ask this one!)

How many year..., have you been in this job?

What is your educational history?

If you had your educational years to live over again, what would you do differently?

What advice would you give me as I begin my career search and preparation?

What do you like best about your job?

What do you like least about your job?

Do you foresee a career change before you retire?

If so, to what type of work?
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Opting for Success
Name Date Period

Salary (Wages)/rraining Activities

I. Select the type of jobs you will be analyzing by training needed for the job. Choose one of the
following:

(1) On-the-job training
(2) Certificate/Associate
(3) Bachelor%
(4) Doctorate

A. List your training category here.

B. List the tales of ten jobs from your training category and wages per hour below.

Job Title Training Category Dollars/Hour

Example: Elementary School Teacher Bachelor% $8.00 per hour

1

2.

3.

4.

5.

6.

7.

8.

9.

10.

Calculate average dollars per hour for the ten jobs:

II. Compare your training category and your average dollars per hour with those of other students.
Complete the information below.

Training Category Average Dollars per Hour

On-the-Job Training .
Certificate/Associate =

Bachelors -
Doctorate =
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III. Atter analyzing salary and training, meet in your groups to answer the following questions:

1. What category is paid the least?

2. What category is pail the most?

IV. Why do you suppose some jobs pay more than others? (Write your own answer to this
question below.)
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Oregon Colleges Information Report

Name Date

Write in the names of the three colleges and/or
universities
following

you researched, then fill in the
information for each:

' Address and phone number_

2. Contact person

3. What provisions can they make for
overnight lodging to sae the campvs?

4. Catalog cost?

5. What degrees do they offer?

6. What are the school-wide graduation
requirements?

7. What are the admission requirements?

8. What high school courses are required to
enter?

9. Cost for tuition, books, and fees?
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* Enterprise High School
Contact: Chuck Haines

Enterprise High School
P.O. Box 520
Enterprise, OR 97828-0520
426-3193

School Enrollment: 175

Counselor/Student Ratio: 1:175 (+40 Jr. High)

Program Summary: In 10th and 12th grades at Enterprise High School, all students
take a required half-semester career education class taught by
the counselor.

Sample Materials:

In 10th grade, students focus first on self-understanding and
then on occupational exploration and research. They examine
the ways their own preferences, aptitudes, skills and values
affect their carter choices. In the 12th grade, students
concentrate on goal-setting and decision-making. They learn
about job-seeking, labor market trends, financial aid for college,
and consider options such as college, vocational training,
starting a business, and joining the military.

Enterprise High School's career development program begins in
the 8th grade, when students and parents meet with the
counselor to plan for high school in relation to career and
educational goals. Ou , mch programs in grades 8-12
(parent-student-counsetor planning meetings, a career fair,
speakers from the community, on-the-job student visits, and
field trips) complement these required courses.

Career Education Course Content (Grade 10);
Career Education Job Analysis
Occupational Evaluation

Career Education Assignment Guide (Grade 12);
Liberal Arts or Specialized Skills?
Decision Time: Work or School?
Labor Market Trends Research
Spotting Labor Market Trends
Making the Job Outlook More Meaningful
Post-High School Planning
College Planner
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State Standards: 702(1)(a); 316

National Guidelines I. 3; IV. 3, 5; VI. 1; VI. 3, 7; VII. 7; VIII. 2, 4, 6; IX. 5, 9, 10;
XII. 2, 4

Career Information Resources:

Micro-CIS, Micro-QUEST, CIS publications.
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Career Education Course Content
Grade 10 - 18 weeks

I. Self-Understanding - 9 weeks
A. Introductory Unit:

Course Content Coverage
Course Objectives/Competencies
Grading Policy
Work Permits/Social Security
High School Course Selection

B. Personal Needs Unit:

Personal Profile
Occupational Evaluation
Intrinsic/Extrinsic Characteristics
Personal Characteristics
Life Span Planning

C. Work Ethic Unit:

Definition/Problems
Job Satisfaction/Productivity
Displaced Worker/Unemployment
Future Trends/Expectations
Relationship to Occupational Planning

D. Se If-Conrept Unit:

Definitions/Terminology
Hierarthy of Needs
Self-Esteem Traits
Potential/Effectiveness
Self-Knowledge/Creativity

E. Personality-Values - Goal Setting Unit:

Definitions/Terminology
Types of Personality
Relationship to Occupational
PersonalityNalues Conflicts
Co-worker/Supervisor Relationships

F. Closing Unit:

Testing
Master Roster ot Personal Needs
Evaluation/Critique

Extra CreditiEnrichment Options
Interviews/Visitations
Guest Speakers
Scholarships/Testing
Lite Roles
Tests/Ouizzes

Want-Ad Evaluation
Sources of Job Openings
Intemiewinelacement
LNestyle/Habits
Relationship to Occupational Planning

Job Fragmentation/Enrichment
Growth/Replacement Needs
UnbritNon-Union
Worker Classification

Resisters to Decision Making
Enhancers to Decision Making
Self-Fulfillment Affirmations
Success Planning
Relationship to Occupational Planning

Terminal Values
Instrumental Values
Long/Shod Range Goals Planning

Personal Profile Summary
Aptitude Testing

44
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II. Occupational Exploration - nine weeks
A. Career World Readings

Occupational Report Assignment

B. C.O.P.S. Interest inventory

Activity Assignments
Research Assignments

C. Chronicle Guidance Viewdeck

Activity Assignments
Research Assignments
Occupational Assessment Verification Form.

D. Filmstrip and Video Media Critiques

Summary Repod Assignments

E. Exploring Career Clusters

Reading Report or Summary Report Assignments

F. C.I.S. Computer Based Career GUEST

Activity Assignment
Computer Print-Out Evaluation
Research Assignments
Occupational Assessment Verification Form

G. Vocational Biographies Readings

Reading Report Assignments

H. Book Reports

Reading Report Assignments

I. Master Occupational List

Prioritized Occupations Assignment

J. Job InterviewNisitation

Application Interview Form
InterviewNisitation Report

K. Nine Week/Semester Exam
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Career Education Job Analysis

Name

DIRECTIONS: This worksheet requires the use of numerous reference sources.

Occupational Title

Cluster Area D.O.T. No.

1. Indicate a minimum of five different responsibilities or tasks you will be performing on this job.

2. Would you feel challenged doing these tasks? yes, no. Explain.

3. In what geographic area would you prefer to locate for your job?
Indicate the geographic location where this occupation is most frequently found.

4. Do you have an? physical or health limitations?
A preference for physical type work? Explain.

Indicate the type of physical activity involved in this job.

5 What are your preferences for education or training? (Explain).

Indicate the education or training expectations for this occupation.

What is the approoriate way to enter this occupation at an entrance level? When will you be able to
meet this requirement? (Explain).

6. Explain your preference for Data, People, Things, or a combination. Indicate the level and information.

Indicate the Data, People, or Things level for this occupation. (Use three-digit number to describe
each.)

Data

People

Things
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7. For your preferred lifestyle, what income expectations do you have to maintain the standard of IMng
you desire and/or what needs do you have that you expect a job to provide? (Explain).

Indicate the going wage for this occupation, wort schedule and hinge benefits or other traits this job
provides that are important to you.

8. What are the terminal values (major value systems) that influence your life9Indicate some of the
instrumental (behavior) values this job might promote or expect.

9. Indicate the primary work environment you prefer.

Indicate the primary work environment associated with this job.

10. Indicate the criter* that are applied to gain advancement in this occupation. What positions are
possibilities for ao.... cement ?

Are these compatible with your needs for advancement, leadership or additional responsibilities?
(Explain).

11. Indicate the appropriate courses to be taken in high school that strengthen your preparation for this
occupation. Is your coursework background sufficient?

Indicate the Reasoning, Math and Language development levels appropriate for this occupation.

Reasoning:
Math:
Language:

Do you feel your background is appropriate? Do you feel comfortable with these levels?
Yes No

Schoolwork, Lifework: Section 4 47

61)



12. Indicate the job outlook for this occupation for the next five-ten years in Oregon and on the national
level. Refer to the as, 00H and other materials. Are there any restrictions relative to your preferred
geographic location? Does your background or training give you this flexibility?

13. Indicate what you would consider to be the more enjoyable and the more frustrating aspects of this
occupation. Think these over carefully and respond in detail.

anjoyableLachcantages hustralingidisadvanlagas

14. Indicate the temperament levels appropriate to this occupation.

Are these temperament levels in keeping with the other job characteristics that you had indicated a
preference for in earlier classroom activities? (Explain).

Indicate how compatible this occupation is with your answers to the previous questions on this woricsheet.
To do this, mark a "C" (compatible) or an "I" (incompatible) before each question.

Take a few minutes to re-examine the personal needs or wants that you hope an occupation will provide
for you or that you expect from an occupation. Does this particular occupation meet your wants and/or
needs? Feel free to use this space to include additional information that you feel is important for this
occupation.
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Occupational Evaluation
10th Grade Career Education

Name

DIRECTIONS: Your responsibility will be to:

1. Review any information that you know aboyt yourself and the preferences you desire in any
occupation

2 Review the information that you know about the occupation you just read about or researched. This
is information you had in notes or in your occupational woiksheet.

3. Write a thorough evaluation of how and why your preferences in any occupation are or are not
compatible with the occupation you just researched or read about.

a) You must account for any information that might be missing from your research.

b) You must also account for how you deal with the 'needs trade-ofr concept in your
evaluation.

c) Likewise, you must indicate whether you wouid or would not enter this occupation and
why.

These are the 12 most important elements that I will consider when I make a decision about an
occupation

a) 9/
b) h)

c) i)

d) n

e) k)

f) I)

This is my evaluation for this occupation:

(Use the reverse side and additional pages to complete your evaluation.)
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Career Education Assignment Guide
Grade 12

The goals of this class are:

a) to provide information to each student so he or she can properly prepare at least one of
their post-hiuh school goals.

b) to provide information on alternatives available after high school to help indecisive
students prepared to make choices at a later date.

c) to provide the opportunity for goal-oriented students to have their concerns and needs met
on an individual basis.

1. Decision-Making Analysis

Decision-Making Skills - Video
Applying Decision Making Techniques
"Star Struck" - Video
"The Day The Senior Class Got Married" - Video
"Strategy for Decision Making" - Situational Tapes
"A Matter of Sex" (Women's job conflicts) - Video

2. Goal-Setting

Personal Goal Statements
Note: Those students with incomplete or inadequate classroom goal
statements will complete assignments chosen by the teacher.

3. College/School Admissions and Placement Testing

4. Interest inventory

5. Labor Market Trends

"Where the Jobs Are" - Filmstrip
Tomorrow's Jobs
Oregon Careers - The Options
Abstracts/Reports/Readings
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6. Occupational Verification

Review/List Personal & Occupational Preferences

Occupational Listings and Research

Micro-CIS/CIS Micro-QUEST- Computer

Job-0 and Two Related Areas - Activity

Cocupational Interest Matching - Computer

' Career Scan IV Computer Chronicle Guidance - Activity

' Career Directions Computer Life and Career Planning - Computer

Job Characteristics Activity

' COPS CAPS COPES - Activity Work Activities Inventory - Computer

* Career Systems 2000 - Computer Holland Occupational Finder - Computer

Career Planning - Computer

' recommended activities

Personal Readings from Occupational References

Occupational Research and Verification
Occupational Evaluation Worksheet
Occupational Verification - Two page minimum (Using their research

notes, students will analyze how a selected occupation does and does
not meet their personal and occupational preferences.)

Occupational Verification Roster

Occupational-Education-Training Decision Making - Activity

Note: For each of the minimum activities or printouts required, the student must rank at least al
preferred occupations (rank order). From these ranked occupations, the student needs to record a
minimum of one-half page of notes on information that will benefit him or her in the decision-making
process. These notes are to list multiple reference sources.

7. Personal Conference

8. Book Report

Note: This will not be a reading on occupations; instead, it will be a reading on decision-making
designed to provide insight on the options you might pursue atter high school i.e., college, work
apprenticeship, trade school, military, etc.

9. Financial Aid
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10. Collage/School Planning

Educational Alternatives/Comparisons
Review of Reference Sources
SchooVCollege/Research
Going to Cogege/What to Expect at College - Video
College Scan IV - Computer
College: It's Up To You - Filmstrip
College Testing: Barron's S.A.T. - Computer
Off to College - Reading
Talbot's Student Planning Book - Reading
Option: Work-College-Military-Trade School Filmstrip
College Major-Minor /ASCVICNo-Tech Screener

11. Second Personal Conference

Optional Units

The following are optional units. They are available to meet the specific needs of students who listed them
on their goal statements. They are also specifically made available to be assigned as requiredactivities
for students who have incomplete goals and/or whose productive use of classroom time falls below a C
grade average. Students assigned a required unit will be graded on their notes or worksheets and on a
comprehensive test.

1. Military Planning

Armed Services Research Activity
Military Career Guide Reading
View Book - Reading
Profile publication - Reading
Military - Civilian Publication - Reading
ASVAB Review
Reports/Abstracts/Readings
Army Career and Educational Guide

2. Labor Unions

Labor Union Research - Activity
"Unions and You" - Filmstrip/Readings
"Labor 1 lnions - What You Should Know" - Filmstrip
Collective Bargaining Democracy on The Job - Booklet
Why Unions - Booklet
Unions: How to Organize, Join, Fight or Resist Them
The Rise of Unions - Reading
Apprenticeship-Readings / ActMty
Reports/Abstracts/Readings
"Labor, Management and Society" - Filmstrip
"The American Worker' - Filmstrip
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3. Preparation For Wort

Job Market Skills Research - Activity
Locating / Applying for Employment - Activity
Resume Techniques - Activity
Interviewing Skills - Activity

Getting a Job - Tapes/Activity

Dynamics of Job Interviewing - Tapes
Compu-Job-Computer
Seven Steps to Employment - Reading
15 Tips on Handling Job Interviews - Reading
Job Interviewing Skills - Tapes
"Job Habits and Attitudes" - Filmstrip
Don't Use A Resume - Reading
The Job Hunters Final Exam - Reading
"My Career Plans" -Pre/Post Tests, Filmstrip & Worksheet
Personalized Interview

Topics for Discussion:

1. How labor trends affect occupational/educational
decision making.

2. Education vs. Work: The alternatives.
3. The changing role of women in the labor force.
4. Labor Unions: What do I need to know?
5. Understanding financial aid and scholarships.
6. The Armed Services: What are the ojXions/benefits?
7. The requirements for admission and testing.
8. Preparing for changes in the labor market.
9. How to be a competitive job hunter.
10. "The Day The Senior Class Got Married" - Video.
11. The effect significant others have on decision

making.

Grading

Students will earn grades based on discussion, productive use of classroom time, quizzes, tests and
notes. Students will be graded on the depth and thoroughness of their notes. Notes will be required
and graded for these areas:

Decision-making analysis unit
Labor market trends unit
College and school reference publications
Occupational verif ication/references/readings
Financial aid
College/school planning unit
Military planning unit
Labor union unit
Preparation for work unit
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Liberal Arts or Specialized Skills?

Objective:
To introduce students to trends occurring in the labor market and help them learn how these
trends affect occupational and/or edu;ational decision making.

Procedure:
The following activity requires the student to respond from his or her own value system. The
student is to select a response and support it in writing.

Scenario for the Student:
You are at home eating dinner with your family. Because you graduate from high school this
year, your mother asks if you are planning to attend a liberal arts college or get some specialized
skill training After a few minutes, you tell your mother you plan to:

(Response)

Your father asks you why that is a better choice than the alternative. But, before you can
organize your thoughts, your mother says that whatever educational choice you make should
prepare you to function effectively in a variety of life roles and that you will need to prepare for the
changes that will happen in the workplace over the next 30 to 40 years.

You now must impress your parents with mature thinking and convince them that your selection is
a better choice than the other option. You need to consider your mothers concem about
preparing you for various life roles and for the changes that could occur in the labor market.

Teaching Notes:
About this time, the students may ask you to define a liberal arts education and
specialized skill training. This is a good time to ask them about their concept of the
terms and clarify the "general education" requirements for the humanities, social
studies, math and sciences for a four-year college education. Also, share with them
the avenues available for skill training through rie military, apprenticeship, trade and
technical school and community colleges. Teachers also need to discuss the concept
of the six life roles -- learner, producer, family member, citizen, individual and
consumer -- so students can consider them in their selection.

Discussions should deal with the issues students need to consider before they begin
writing and the advantages their choice will have over the other option.

If the class is split between the choices, the teacher may put groups together to
solidify their arguments and prepare to debate with students of the opposing view.
Another approach is to pair students of opposing views to discuss the differences so
they can learn how the needs of others affect their decision-making. Whatever
approach is selected, the outcome generally results in a lively discussion in which
students support their reasoning with facts.
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Decision Time: Work or School?

Objective:
To examine three alternatives to gain insight a: to which one might be a better choice to pursue
following graduation.

This activity follows "Which is the Better Choice: Liberal Arts Education or Specialized Skin
Training?" -- in which students formulated arguments in support of one choice. In this acryr.y,
students will use those arguments to discuss the merits of yet another choice -- going to work
directly after graduation.

Preparation:
Ask the students to develop a list of factors that will affect satisfaction and success. These
factors are extrinsic needs if they are primarily controlled by the workplace and intrinsic needs if
the individual can develop competencies to meet them. They should be placed on the chalkboard
and visible to all students. Include labor market trends and life role considerations, as well as
occupational needs. It is not necessary to use all of the terms on the list, but drawing from a
variety of terms will stimulate a lively discussion.

Process:
Place the following words across the board away from the list of terms.

Liberal arts education
+

+

Specialized skill training
o
o

Working

Select a factor and ask the students which one of the three options would bee meet their needs.
For example, use the factor "advancement" and ask different students to support an option that
would meet the regLirements an employer would use to advance an individual. Be prepared for a
great variety of responses. Encourage students to support their answers with specific reasons.
After listening to a few arguments, arrive at a consensus and place a plus sign (+) ander the word
that appears to be the accepted choice. Place a neutral sign (o) under the term that is the second
choice and place a minus sign (-) under the remaining choice. In some cases, you may have to
place a plus sign under several words or provide a mix of signs depending on the discussion and
your interpretation of their opinions.

Continue to select certain terms 7..id add appropriate signs below the three titles. The end resuk
should be a visual picture ttapicting whether a liberal arts education, specialized skill training, or
going to work immedietaly after high school will best prepare the student fbr various life roles,
changing labor m?.:ket trends or meet the needs that the student has in an occupation.

Sample terms:

LIFE ROLES
family member
role of citizen
role of consumer
role of individual

LABOR MARKET TRENDS
technology changes
displaced worker
downsizing (layoff)
transfer skills

OCCUPATiONAL NEEDS
advancement
communicating ideas
leadership roles
job variety
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Some of the terms are similar anJ they may not appear to fall in a particular category. Some
include flexible 3cheduling, mobility, being fired, interview & resume writing, processing an
application, whole person development, merit pay or contingent pay systems, and
entrepreneurship. It is best to develop a list with the students and not decide on particular
categories beforehand.

Follow-up Activity:

The students will have a better understanding of the activity if you assign them a reading on labor
market trends. The following are possibilities:

"Best Jobs, Bright Futures Your Brilliant Career," Changing Times,
November 1987, pp 26-33. (Excellent introductory reading)

"Tomorrow's Jobs," Occupational ;'utlook Handbook, 1988-89 edition,
pp 8-13. (U.S. Dept. of Labor publication)

"An Overview of the Year 2,000," Occupational Outlook Quarterly, Spring 1988

"Getting Ready For the New Jobs," Oregon Labor Trends. August 1988, pp C 7. (Employment
Division publication)

"Where The Jobs Are Is Where The Skills Aren't," Business Week,
September 19, 1988, pp 104-109. This is a special report publication that contains several
articles.

Another approach is the students visit the library and obta.n articles from newspapers and
periodicals that they can use for a report.
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Labor Market Trends Research

Objective:
To help students understand how changing events in the workplace can affect present and future
employment opportunities.

Procedure:

The students should be familiar with library materials such as the Readers Guide to Periodicals.
Request that the students obtain an article from a current publication such as U.S. News and
World Report, Time, Newsweek Changing Times, Nations Business, etc. for the period 1985 to
the present. They may need assistance in brainstorming topics when using the Readers Guide.
Encourage them to browse to find present and future employment pattems/opportunities as well
as future trends. The following are criteria they can use to identify a labor market trend:

a) does the article indicate specific trends developing that will have an etfect on the type and
number of jobs ?

i)) does the article ir:clicate the groups of people affected, how their work situation is affected,
or the age levels that are affected?

c) does the article indicate changes and expert.:Vons associated with preparing for the job?

d) does the article indicate issues and concerns associated with any projected changes in the
workplace?

e) does the article indicate the movement or changes taking place within different industries
or companies?

f) does the article indicate information that would affect their ability to function successfully in
the workplace?

These are merely guidelines. The teacher and the students can add to these. An article that
deals with just one or more of these issues is acceptable. Even though magazine articles are
preferred, the teacher should allow students to select newspaper articles on local or national
issues that comply with the general guidelines.

Request that the students bring a copy of the article to class when they present their assignment.
How they present the assignment is up to the teacher. Having a copy made provides the teacher
with materials to file and to use in subsequent years. It also enhances the teacher's knowledge
for applying the information in other situAions or units..

Students may also develop an outline of their article, state the major trend, and supply specific
information related to that trend. Following the general presentations and discussions, the teacher
can have the students indicate how their trends will affect some of their preferred occupations or
the type of education or training they might be considering. Analyzing the implicationsof these
trends develops critical thinking skills related to decision making.

Follow-up Activity:
As a follow up activity, the teacher may consider bringing local labormarket economists in to
share information about community and state labor-market trends. A specialist from the local Job
Service Division could come in as a speaker to make students aware of the services that that
organizations provides.
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Spotting Labor Market Trends

Objective:
To develop a list of trends that affect the students' decisions about occupational and educational
choices.

Procedure:
One of the first things a teacher may do is develop a working definitiod of what constitutes a lal3or
market trend. A trend can be a cause and effect relationship that may change the workplace over
the next five to 15 years. The resulting pattern or change will haue a bearing on the;

a) the types of occupations,

b) the location occupations,

c) the number of occupations,

d) the preparation for occupations, and

e) the opportunities available within occupations.

Based on the this definition students read articles obtained through research in the Ibrary and
record what they consider the major general trends. These are discussed in class and a master
list is developed and refined. Or, the teacher may want all student; to read "Best Jobs, Bright
Futures - Your Brilliant Career from the November, 1987 Issue of Changing Times and Isolate
significant general trends. Below is a list of general trends that may be useful for class discussion;

THE IMPLICATION OF CHANGES IN TECHNOLOGY

SERVICE PRODUCING VS GOODS PRODUCING CHANGES

IMPACT OF SMALL BUSINESS FIRM (ENTREPRENEURSHIPS)

MOVEMENT OF THE POPULATION

MOVEMENT AND CHANGES IN INDUSTRIES

GEOGRAPHICAL POCKETING (EMPLOYMENT & UNEMPLOYMENT)

INTERPLAY OF MULTIPLE TRENDS

EDUCATION AND TRAINING REQUIREMENTS

ROLE OF WOMEN, MIMORITIES, MIGRANTS, AND RETIREES

INCOME AND BENEF : DIFFERENTIALS

ROLE OF LABOR UNIONS

CAREER LADDER CHANGES/ADVANCEMENT OPPORTUNITIES/DOWNSIZING

CHANGING ENTRANCE REQUIREMENT (NEW PATTERNS FOR HIRING

EMPLOYEES)

RETRAINING AND LIFE-LONG LEARNING (DISPLACED WORKERS)

GROWTH VS REPLACEMENT NEEDS

CHANGING AGE STRUCTURE OF THE POPULATION (IMPLICATIONS)

CHANGING AGE STRUCTURE OF THE LABOR FORCE (IMPLICATIONS)

GROWTH OF THE LABOR FORCE VS GROWTH OF THE POPULATION

WEATHER AND CLIMATE IMPLICATIONS (SEASONAL WORK, ETC.)
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ECONOMIC AND MONETARY POLICIES OF LOCAL, STATE AND NATIONAL

GOVERNM ENTS

NATURAL RESOURCES AND ENERGY/ENVIRONMENTAL ISSUES

GLOBAL MARKETING, DEPENDENCY, TRADE IMBALANCES,

IM PORT/EXPORTS

CONSUMER BUYING HABITS

POLITICAL DECISION MAKING AT VARIOUS LEVELS OF GOVERNMENT

This is a starting list; the teacher should use those with which he/she feels most comfortable. It is
important that students understand what is meant by each of the trends.

Follow-up Activity
If teachers are interested in doing across-the-curriculum activities, they may consider asking
other teachers to share their knowledge of certain general trends. A mathematics or science
teacher could discuss technological changes that have influenced the workplace, while a global
studies or similar type of teacher could discuss global issues or political ramifications related to
the workplace. Similarly, a personal finance/economics teacher can share how interest rates and
consumer buying habits affect the types and number of occupations. A teachers imagination can
lead to other approaches that would clarify the implication of labor market trends.
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Making the Job Outlook More Meaningful

Oblective:
To examine the job outlook in current reference publications and to make those predictions more
meaningful by using information from current readings.

Procedure:
The students are asked to indicate two occupations they are currently considering for their future.
If the student is not familiar with the details of these oceupations, he or she needs to take time to
gain a comprehensive understanding. Some recommended references are:

a) CIS Oregon Occupations

b) Occupational Outlook Handbook

c) Chronicle Guidance pamphlets

The student is to take the first preferred occupation and use the reference SOMAS to record the
outlook for that occupation and any related employment pattern information. Once this
information is documented, the student is to examine the general labor trends developed by the
class (see previous activity) and indicate a minimum of five genera/trends that are significant to
that occupation and to personal decision making.

Once these general trends are selected, the student is to cite a relevant specific trend from prior
readings for each selected general trend. The specific trend should clarify/support how the
general trend will impact the student's occupation in a factual and accurate manner.

This shouId provide additional meaning, depth and insight into that particular occupation. Thus,
the student is able to make a more appropriate occupational or educational decision.

The same detailed steps are repeated for the second preferred occupation. A sample format
follows:

First Preferred
Occupation

Occupational outlook(employment pattems:

1) (leave plenty of space)

General trends Specific trends

Students can include as one trend whe:- several trends interplay on one another to affect an
occupation. An example would be the effect of geographical pocketing, economics, political
decision making and educatiorVtraining on teachers.
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Career Education

Name/ Period

Post-High School Planning

This questionnaire will help you examine ideas, reasons and plans for your education, training or
commitments beyond high school. You should understand why you are making these decisions as wel
as the options that are available. Any decisions you make should involve discussions with your parents.
Their experience, insights and financial assistance should be taken into consideration. Please give the
following questiorr your careful and detailed consideration.

1. Most students continue their education for one reason or anothei'. Sort out your thoughts and write
down several reasons why you want additional schooling or training. Explain your reasons if you
are considering work, travel or the military or a combination of these.

a) Your reasons: .

b) Talk to your parents. What are their feelings, thoughts, or reasons?

2. a) Take a moment to review the three most significant occupations that resulted from your
occupational verification process. Knowing that these occupations are important to you, which
schools or colleges have you selected to provide you with the appropriate preparation? You may
wish to refer to the Oregon College Guide or other reference sources.

Occupation No 1 Institution A
Institution B

Occupation No. 2 Institution A
Institution B

Occupation No. 3 Institution A
Institution B

b) If your Occupational preferences do not require preparation alia school or college, then indicate
how you will prepare for these occupations and be competitive in the labor market. Please
provide specific and exact information.
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3. There are a lot of reasons for selecting a school; before deciding, it is important 1c understand what
you want from any school or the advantages and disadvantages associated wal, bach.

a) Write out eight-10 elements you will want to consider before you make your choice.

4. Gaining education or training can cost money. Indicate the estimated costs for any two schools or
options you selected. One way to do this is to examine college catalogs or other reference
sources and figure the cost by the month or quarter and multiply that by the number of months,
quarters or semesters needed.

Name of School or Program A. B.

Tuition and fees
Deposits/special assessments

Board and room (on/off) campus
Books and supplies

Clothing allowance
Laundry/dry cleaning
Medical/dental costs

Insurance (car, life, etc.)

Transportation/Maintenance
Organization/clubs

Recreation

Personal supplies

Other (hidden costs)
TOTAL COSTS

How do you plan to pay for your education? Have you discussed this with your parents? Have you
applied for financial aid? What scholarships are you considering and applying for? Think about
this!!!
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5. Keep in mind that instructions have certain requirements for admission. Indicate the requirements
for the two schools you selected. Provide exact information or an appropriate response. (i.e. -yes,
no, none or statement).

G.P.A.

Admissions testing or placement

Deadline or requirements

Health certificate / examination

Deadline or requirements
Financial aid application/form

Deadline or requirements
Admissions application/form

Deadline or requirements
Limited entry program/type

, Deadline or requirements

H.S. Coursework requirements

Requirements met?

School A School B

Other deadlines or information that you would consider beneficial:

If you are considering other programs (military, work or apprenticeship) please indicate the
requirements and procedures you must complete.

6. Indicate some of the problems you are presently facing in regard to deciding about your future
occupation or training. Arrange to see the counselor to wort on possible solutions or alternatives.

7. Making decisions about going to college, a trade or technical school, the military or entering the
wort force generates a lot of unanswered concerns. Please write down these concerns or
questions and tt e counselor will try to answer them or help you find answers. Please take the
time to carefully think about your future.

To help your parents review your plans, please have them examine your responses in an effort to
help you with your future.

Schoolwork, Lifework: Section 4
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College Planner

Answering the following questions should give you considerable preparation for college. Please do the
following:

a) complete the research sheet for one institution of your choice,

b) start out by browsing through the catalog from stall to finish so that you can gain a general
understanding ot its arrangement (use the index).

c) for part A, select §py quix,tions and answers as detailed and as accurately as possible. ta
# mark means rePred) Do a minimum of 15.

d) for those questions not selected, please read about the information in the catalog so you
will have some general knowledge about the question being asked.

e) complete all sections of part B.

A. Name of the institution
Answer the following question for this institution:

1. What is meant by the term "course descriptions"? Where are they located in the college catalog?
give a complete example of a course description.

2. Indicate the institutions refuni

3. Indicate the procedure for proper withdrawal from this school.

4. Indicate term or semester and the starting and closing dates for each. Take the time to examine the
school calendar for that catalog and list other key dates that are important.

5. Explain the drop/add procedure. What are the late dates for drop/add and late registration? How
does the college assign advisors?
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6. What are the grading and credit alternatives that are available? How are credits granted?

7. What is the history of the college and the purpose for which it was established?

8. a) What are the health requirements at this institution?
b) What health coverage is provided and how is it paid for?

9. What are the requirements for admission, testing, and financial aid, and their particular deadlines?
What are the admission requirements for transfer students?

10. a) What types of housing are available?
b) What are the requirements for entering freshmen students?
c) List the deadlines and costs that are important to you.

11. What are the different types of degrees available at this institution?

12 What are the requirements for degree completion and application?
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13. a) What is meant by honors program? (not honor roll)
b) Explain how the honors ptolram operates at this institution.

14. What are the factors that determine if , au are a freshman, sophomore, junior or senior class
standing?

15. a) What types of financial aid and/or scholarships are available?
b) Who do you contact for such information?
c) Does ths catalog list scholarships? If so, list some that appeal to you as well as deadlines.

16. a) How does the course numbering system operate?
b) How are transfer courses distinguished from vocational courses?

17. What are some of the programs, clubs-organizations, or athletic programs that are available. List
some of those that appeal to you.

18. What are different types of activities (social, etc.) available to students. List some of those that
appeal to you.
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19. What are some of the special services available to students? Explain the purpose of a few of these.

20 a) What is the school's total enrollment? Include the figures for the number of women and the
number of men that attend.
b) What is the size of the community.

21. What is the school's conduct policy? For what reasons can you be suspended and/or expelled
from school? What are your rights?

22 What are some of the alternative ways to be admitted if you cannot be admitted as a regular
student in the usual manner?

23 Is a summer program available? How does it differ from the regular school year programs?

24 What are fhe requirements for graduate or advanced standing admissions?

25. What services are available through the placement office? What must you do to be eligible to use
the placement services?
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26. a) What is meant by the concept limited entry" programs?

b) What are some of these programs?

c) If any of these "limited entry" programs apply to you, include the title of the program and the
deadline date.

27. Explain the specific steps that you must complete to be registered for your first term of school.
(Use the catalog and class schedule.)

Extra Credit Question (for A): Write down any other items of interest you found while reading the
catalog and/or class schedule.
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(College Planner, continued)

B) Please select a program or degree area compatible with one of your three preferred
occupations from the "Post-High School Planning" woilteheet Feel free to repeat this activity
with any other collega or occupation that interests you. Additional Investigations will benefit
you and galn extra credit.

1. OccupationTitle Degree TitlefType

2. Indicate the total number of credits necessary io earn this degree

3. Indicate the requirements that the institution (the one you investigated in part A) expects you to
meet to rs. ',ve your preferred degrQ 3. (Bachelor and Associate degrees as well as degreea in
the Arts and Sciences have different requirements.)

4. Indicate the requirements that the department expects vou to complete if you are to receive a major
or minor from them. This could be a number of statements, a list of specific courses that are
required or are electives, or some other particulars.
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Course Planning

Plan the Freshman year cours s necessary to meet the institution's requirements and the department's
curriculum requirements. (List ill sequence or individually if single courses)

Dept. No. Course Title(s) Fall Winter Spring Total Req. or
Crdt Crdt Crdt Crdt Elective

-
P!an the Sophomore year courses necessary to meet the Institution's requirements and the department's
curriculum requirements. (List in sequence or individually if single courses)

Dept. No. Course Titie(s) Fall Winter Spring Total Req. or
Crdt Crdt Crdt Crdt Elective

- .

Using the information from each section 4 and 5, complete one Freshman year quarter and one
Sophomore year quarter. (class schedule form attached).
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College Class Scheduling Practice

Freshman Quarter
List Dept., Dept. No., and Course Title

Hour Monday Tuesday Wednesday [ThursdaY friday Credit

:

9:

10:

11:

12:

1:

:

3:

4:

6:

Sophomore Quarter
List Dept., Dept. No., and Course Title

Hour Monday Tuesday Wednesday Thursday Friday Credit

P:

9: --
10:

11:
.

12:

1:

2:
l

3: . ._

5:

6:

,

Schoolwork, Lifework: Section 4 71



Career Education Unit
in a Required Course

The number of schools providing career education units within required
classes has grown in recent years. Realizing that full-term career education
classes are not addressing their students' needs, schools have developed some
excellent modules for career development within courses that all students must
take. Common courses into which these units are added include ninth-grade
social studies, language arts, and transition courses; tenth-grade social studies
and language arts; and eleventh- and twelfth-grade personal finance and
language arts.

Courses are often co-taught by the regular instructor and a counselor. The
greatest difficulty in implementing this approach is to identify the curriculum
area where an additional week to three week unit of career education will fit
without compromising the curriculum of the required class.

Career education units, when combined with counselor-directed or carter
center activities, may provide the students with a career development
framework for their entire four years. They are oriented to and coordinated
with career education goals and activities, four-year planning, career
information resources, and the school's tracking system for career
development.

Sample Materials:

* Churchill High School 75

Churchill Career De;elopment Model

"Directions 9" (Career Development Unit, Assignment
Checklist)

Implementing High School Planner

Four-Year Educational Plan

Career Planning Course Outline

Sheldon High School 87

Teens Today Lesson Plan

Teens Today Worksheet
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See Also . . .
Career Education Unit in a Required Course
as a Secondary Strategy:

Central Linn High School 117

Pleasant Hill High School 93

Taft High School 105

J. B. Thomas Junior High School 33

Tigard High School 139

74
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* Churchill High School
Contact: Denise Gudger

Churchill High School
1850 Bailey Hill Road

. Eugene, OR 97405
687-3421

School Enrollment: 1150

Counselor/Student Ratio: 1:288

Program Summary:

Sample Materials:

Churchill's career guidance model takes an integrated
developmental approach: career education is delivered
throughout the curriculum with the support of counselors and
teachers. The guidance program is ongoiag and developmental
for the student throughout his or her high school experience.
Churchill's model aims to help the student prepare for the wide
variety of life's roles. With some flexibility, career guidance
activities are spread over a four-year period.

In grade mine, students take a 3-week unit called "Directions" in
a fitshman required class that introduces them to career
development and helps them create a four-year plan.
Counselors co-teach this unit with the course instructors.
Sophomores continue individual career exploration, participate
in group guidance sessions, and update their four-year plan.

Juniors take a 6-week course called "Career Planning", in which
they do personal assessment, career research and goal setting,
and practice life plannin6 skilly. This course is taught by the
Counseling Department staff. Seniors have group guidance
sessions in their English classes to develop post-high school
plans and learn "transition skills".

To support these activities, Micro-CIS, the High School Planner,
and Micro-SKILLS are available with both the Career Center
and the business computer lab. (Micro-CIS is being installed in
the lab in 1989; prior to this installation, the school had just one
Micro-CIS unit.)

The Churchill Career Development Model;
Directions 9 (Career Development Unit, Assignment Checklist);
Implementing High School Planner;
Four-Year Educational Plan;
Career Planning Course Outline
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State Standards: 702(1)(a),(b),(d); 405; 316

National Guidelines: I. 3; IV. 5, 8; VI. 1, VII. 7; IX. 5, 10; XII. 2, 5

Career information Resources:
Needle-Son QUEST, Micro-CIS, High School Planner,
Micro-SKILLS, OregonCareers.

.
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COUNSELING SERVICES

1 I I

The Churchill Career Development Model
Churchill's career guidance model has an integrated approach--career education deliveredthroughout the curriculum with support of
administrators and teachers in a guidance program that is ongoing and developmental forthe students throughout their high school experience.

The Churchill model for career development seeks to be a developmentalprocess that assists the student in preparing for life's roles. With flexible
scheduling, career guidance coursewotk is spread over a four-year period:

Individualized
Test

I nterpretation

Individualized
Career

Counseling

Staff
Consuftation

E :1

Educational
Planning

Parent
Activities

L
CURRICULUM

Grade 9: Directions 9
Introduction to Career Development
Initiation of four-year plan

Grade 10: Group Guidance Sessions
UPdate 4-year plan
Contrnued career exploration

Grade 11: Career Planning
(8-week class)

Personal assessment
Career research/goal-setting
Life planning skills

Grade 12: Group Guidance Sessions
In English

Post-high school planning
Update "Career Planner
"Transition Skills"

ICAREER CENTER SERVICES I

Prird
Resources

Guidance
Software

Job Search
Activities

Annual
"Career

Symposium"

College and Career
Visitations

J.T.P.S.
Services

Community
Business

Partnerships



"Directions 9"

Career Development Unit (3 weeks)

A. Goals:

The career unit in the freshman year is designed to help the student explore his ar her future pos-
sibilities. Career education is a developmental process that assists the student in 1:reparing for life's

roles--as a learner, producer, citizen, consumer, individual, and family member. More...ler, this unit

will enable the student to

1. examine individual abilities, interests, and aptitudes;

2. explore career opportunities;

3. develop goal-setting and decision-making skills ai they relate to further education and/or work;

and

4) initiate a four-year plan through the use of CIS's High School Planner software.

B. Strategies and Activities:

1. Day 1 Introduction, icebreaker/warm-up

2. Day 2 "Headlines" --a values actiyity

3. Day 3 Developing a "skills" vocabulary relating the skill concept to jobs

4. Day 4 Assessment Instrument possibly COPS

5. Day 5 Debriefing and interpretation

6. Day 6 QUEST --using the Needle-Sort in small groups

7 Day 7 CIS "Bobilator activity, CIS files and resources (Parent night: evening workshop
to promote the parent's role in career development of their student)

8. Day 8-11 High School Planner

9 Day 12 "Scavenger Hunt" --tools for job search

10 Day 13 Guest speaker: JTPA Specialist

11. Day 14 Interviewing

12. Day 15 "Futures --looking ahead to careers in the 1990s"
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Assignment Checklist

The purpose of this career development unit is to help you explore your future possibilities. Life holds
many choices. In "Directions 9" you will explore: "Who are your "Where are you going?" "How will
you get there?" and 'Why?"

To complete the unit for credit, the following activities must be completed. Each item will be signed
. off by the counselor/instructor or Career Center staff member as you complete it. This sheet will be a

record of your work and is a permanent part of Our career materials.

1. "Headlines" --a values activity

2. Skills vocabulary activity

3. Completion of the career assessment instrument

4. Completion of QUEST (Career Information
System) and Career Center orientation

5. Completion of your High r3chool Plan

6. Scavenger liunt (job search tools)

7. Guest speaker (JTPA counselor) write-up

8. "Futures" activity

Personnel Signature
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Implementing High School Planner

(Day 8-11 of "Directions 9")

Materials:

Transcript
4-year plan worksheet
High School Planner Goal Worksheet
High School Planner User's Guide
CIS User's Handbooks
CIS publications (Oregon Occupations, Programs of Study and Training, Oregon Schools)
Student diskettes

INTRODUCTORY SESSION: Life Planning

A. Goal:

To develop an educational plan thatzeflects future possibilitiespost high school education, career
goals--short term and/or long term. (This plan is a starting point and can be continually updated.)

B. Strategies and Activities:

1. Discuss goal-setting.

Goals can reflect educational, occupational, or personal goals you wish to achieve. Examples of
various goals include:

a) educational goal: to go to a four-year college
b) occupational goal: to be a business executive
c) personal goal: to own a business that allows me to create my own schedule and practice my

leisure activities

What are some that you have?
What ingredients go into effective "goal-setting" work?

a) gathering information
b) developing an action plan

.c) making decisions
d) revising the plan according to experience and new knowledge

2. Review steps in developing a meaningful four-year high school plan.

a) Know graduation requirements
Outline 4-J requirements for the Traditional and Individualized plans (See worksheet)

b) Find out college requirements
State System of Higher Education Requirements
Selective schoolsadmissions criteria vary, i.e., University of Washington (foreign
language) .

. Community Colleges .

Resources: Career Center, CIS
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c) Incorporate occupational goal information

d) Include coursework to develop personal goals --i.e., develop musical talent or art, explore
leisure interests, become involved in community service, etc.

3. Learn how to use High School Planner:

a) Components of the High School Planner (see User's Guide)

b) Goal Setting --(see User's Handbook): Complete the educational, occupational, and personal
goal sections. Use CIS research. Review your OUEST and any work done in the CIS
information files on occupations, programs of study and school information.

Special Note. High School PREP file gives career-related courses in a straightfotward way.
Type PREP plus the first two digits of the occupational number.

c) Distribute Goal Worksheets--Give three to each student. Begin to develop information that
relates to each goal identified.

d)

A. Goal:

Assignment for tomorrow:

Bring in any CIS research completed. At the least, take home the CIS User's Handbook
and list at least two choices that tentatively interest you.

Briefly describe any post-high school plans you may have at this point.
Begin work on pages 1-2 in the High School Planner booklet with further research
gathered on the goal worksheets.

SESSION 2: Working on Goal Worksheets with Small Groups

Each student will develop tentative course selections based on:

1 High school graduation requirements

2. Information gathered as a result of one other goal

B. Strategies and Activities:

. The four counselors and career specialist facilitate the small group activity. Resources: CIS books
(Prdgrams of Study and Training, Oregon Occupations, Oregon Schools, and class set of,reprodkiced
GIS cluster pages), High School Planner Goal WoiRsheets.
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SESSION 3: Using "High School Planner:" "Handi-on" Work in the IBM Lab.

A. Goal:

To demonstrate the components of the High School Planner on the microcomputer in a lab setting.

B. Strategies and Activities: .

The High School Planner demonstration is facilitated by one counselor using the goal of "to gracbate
from high schoor as the instructional motive for learning the facets of the program. The other coun-

selors and career specialist assiskindividual students at the individual terminals.

Note: Trained parent volunteers and peer counselor may also assist in this activity.

Resources: Lab set of High School Planner program and data diskettes.

SESSION 4: Continued Lab Work on High School Planner

A. Goal:

Each student will complete his or her four-year plan on the High School Planner program and print a

copy of it.

B. Strategib3 and Activities:

Any student who does not finish in these two periods may continue during study time in the Career
Center. Students' diskettes are stored in the Churchill Career Center.

Students keep a hard copy of their high school plan in their career notebooks. Churchill's Career

Specialist

1. makes a copy of the plan for the student's counselor: and

2. labels and stores students' diskettes in the career center.

SESSION 5: The Next StepUpdating the Four-Year Plan.
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Four-Year Educational Plan
Studenrs Name Date

TOTAL HOURS REOUIRED FOR GRADUATION: 230
Hours earned grade 9:
Hours earned grade 10.
Hours owned grade 11:
Hours earned grade 12

STATE SYSTEM COLLEGE REQUIREMENTS:
4 years English
3 years mathematics
3 years social studies
2 years science
2 years other college prep

Total Credits
Required

ENGUSH
91h (1 tenn wr) 10
10th (1 term wr) . . . 10
Literature 10
Oral English .. . . ..... 3.33
Writing 3.33

SOCIAL STUDIES
Global Study .. . .. 10
U.S. History 10
Government . . . 6.6
Economics 3.33

SCIENCE
Physical 3.33
Life 3 33
Environmental 3 33
Other 10

HEALTH
Social 3.33
Physical/Mental . . ..... 3.33
Careers/Satety . . ..... 3.33

P.E.
Team 3 33
Fitness 3.33
lndMdual 3.33

MATH 20
APIFA/FL 20
PERSONAL FINANCE tee
HUMANITIES (HL HF) tee
CAREER tee

CAREER CHOICES

CAREER-RELATED COURSES

POST-HiGH SCHOOL PLAN

CLASS OF 1989, 1990, 1991

1st Trimester

9th Grad*
2nd Trimester 3rd Trimester

10th Grad

English 9 (Directions 9)

Global Studies

Math (yr)

Science (yr)

PE 101 PE 102 PE 103

11th Grade

English 10

Math (yr)

Science

Personal Finance Health

12th Grade

Lit

U.S. History

Humanities

'Career Planning"

Literature Writing

Personal Finance Health

English

Govrnment
Humanities

Government Economics



Career Planning Course Outline

Advanced Level of Career Development Designed for Juniors
(6 weeks)

Course Goals:

"Career Planning" is a course that continues individual self-assessment activities, relates career re-

search and exploration to personal goals, and develops job search skills, and uses community
resources. Students must also learn transition skills for life planrviing. In "Career Planning," the

student will

1. assess individual skills through the use of CIS's Micro-SKILLS program;

2. explore career clusters and research occupations of interest within a cluster;

3. research a variety of post-high school options sucot as colleges anduniversities,
apprenticeship programs, armed services, and vocational-technical learning;

4. learn about current employment trends and opportunities;

5. develop positive attitudes and decision-making, problem-solving, and interpersonal skills

that contribute to career success; and

6. update the four-year educational plan through High School Planner.

Attendance:

"Career Planning" is a highly participatory class, and attendance at every class session is necessary.

Credit will be granted only upon completion of classroom and independently-assigned activities. Out-
of-class assignments may require work completed in the Career Center.

Grading and Credit:

Completion of all the prescribed classroom activities is necessary for receiving credit. See the at-
tached "Career checklist for the summary of the activities required. This checklist must be kept in
the "Career Planner and signed by the appropriate personnel when the assignment is completed.

Makeup:

If e student becomes ill and misses one or two class periods, makeup work can be arranged with the
instructor. If a student has an extended ilinass, It is recommended that the student drop the class and

enroN in the next six-week class session.

I. WEEK 1: Introduction to career and life planning: developing a positive classroom
environment through group process.

A. GOALS:

1. To promote effective interporsonal relationships in the classroom;

2. To utilize cooperative learning strategies in delivery of curriculum;

3. To introduce the tools, resources, and skills needed in the life planning process.
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B. STRATEGIES AND ACTIVITIES:

1. Day 1 Icebreaker/warm-up

2. Uay 2 Group activity

3. Day 3 "Why Plan?"
Resources: if You Don't Know Where You are Going You'll End Up
Somewhere, D. Campbell, Esther Matthews, L.C.C. "Career Talk" tape

4. Day 4 Review the results of Holland's Self-Directed Search (completed in
10th grade "Directions")

5. Day 5 "Party Activity" from John Bolles

II. WEEK 2: Personal Assessment: Use of "Micro-SKILLS" (CIS)

A. GOALS:

1. To introduce the concept of "skills" and how skills relate to occupational satisfaction
and success; and

2. To complete the "Micro-SKILLS" program at the microcomputer and share the resuis
with peers and parents.

B. STRATEGIES AND ACTIVITIES:

1. Day 1 IntroductionWhat is a Skill? Use of skills assessment in career planning,
its importance, and how it fits into the We planning model

2. Day 2 Complete Micro-SKILLS worksheet. (In small groups)

3. Day 3 Sort Micro-SKILLS cards and use Churchill's matrix sheet.

4. Day 4 IBM lab: Enter the data, complete the skills assessment, and
view occupations of interest.

5. Day 5 IBM lab: Debrief and continue to view occupations.
Summary: identify skill words to use in resumes; highlight career duster
areas and specific occupations to research.

III. WEEKS 3 AND 4: Resources for Career and Life Planning

A. GOALS:

1. To assist students in gaining additional knowledge with Print and non-Print resources
for career informzlion (CIS, Career Center resources, guidance software);

2. To continue to update the student on "future trends" and promote understanding of
the impact of political, social, economic, environmental and technological changes
upon career choice and change;

3. To provide the student with the knowledge and skills for getting help in career planning
and transition (i.e., networking, use of community resources); and

4. To develop career decision-making skills and continue post-high school planning.
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B. STRATEGIES AND ACTIVITIES:

Topics covered in these two weeks will cover goal-setting, decision-making, college guidance,
apprenticeship, military information and job search. Each class will be divided into four teams
to develop an "independent team" 9roup study of the topic.

1. Day 1 Setting the stage: parameters of the group project.

2. Day 2 Small groups brainstorming: What do you need to know?
Where can you find it? Sources/resources

3. Day 3-6 Groups work independently with instructor supervision.

4. Day 7-10 Small groups report to the total class.

IV. WEEK 5: Personalizing One's Career Research/Goal Setting

A. GOALS:

1. To relate career research and exploration to personal, educational, and career goals;
and

2. To develop skills in job search and the use of community resources.

B. STRATEGIES AND ACTIVITIES:

1. To investigate and explore a career cluster, highlighting 3 or 4 careers of interest; and

2. To develop career, educational, and personal goals based on the learning acquired in
"Directions" and "Career Planning."

V. WEEK 6: "Updating High School Planner"

A. GOAL: To update the student's four-year educational plan by adding additional goals and
related coursework.

B. STRATEGIES AND ACTIVITIES:

1. Day 1 IBM Lab: Run "UPDATE" portion of High School Planner

2. Day 2 Summarize career planner resources; use of "Career Planner" in senior year

3. Day 3 Debrief: "Class Reunion" activfty.
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Sheldon High School
Contact:

School Enrollment:

Counselor/Student Ratio:

Program Summary:

Sample Materials:

State Standards:

National Guidelines:

Marian Little
Sheldon High School
2455 Willakenzie
Eugene, OR 97401
687-3381

1,332

1:300

All students at Sheldon High School take a Teens Today class in
9th grade which includes a career education unit and use of
career information resources.

The Teens Today Worksheet introduces students to the variety
of occupations in the state and heightens their awareness of
related information such as salary, training required,
demand/supply analysis, and schools and training programs.

After this introduction to career information, students go
through the CIS User' s Handbook, do QUEST, and use
Micro-CIS to gather specific carers information.

Teens Today Lesson Plan;
Teens Today Worksheet

702(1)(a)(C)

V.2, V-,.1; VIII.4; XII.2

Career information Resources:
Orern Careers, Micro-CIS, Micro-SKILLS, Needle-Sort Kit
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Teens Toe-y Lesson Plan

Objective

To introduce students to the variety of occupations in the state and heighten their awareness of re-
lated information such as salary, training, demand, employment projections, schools, and training
sites.

Materials

Oregon Careers newspaper and worksheet which will assist the students to seek specific intona-
tion about careers in this state. All students will have copies of both.

Time

48-60 minutes

Grade Level

8th or 9th

Procedure

The career center aide or teacher presents the rationale for this exercise. The process is relative-
ly easy and that the end result is the most important element-4hat students learn new information
or supplement their current knwledge about career options in Oregon.

t.ddents can be in groups of 2-4 and should be encouraged to assist each other in finding the in-
formation.

The teacher or aide directs the students to look on pages 14 and 15 for keys for information begin-
ning on page 15. It is important to give additional definitions and answer questions arising at this
point so students will understand abbrevictions and code words.

Throughout the working time, the teacher sod aide circulate through the room offering sugges-
tions and answering questions for students.

When the working time has elapsed, comments and related discussions, together with an intro-
duction for using QUEST, win take this learning experience into a logical next level.
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Name

aass period

Teens Today Worksheet

Use Oregon Careers 89 as your reference and fill in or answer the following:

1. Choose five occupations that interest you. Write them down, and then answer these questions (Begin
on page 15 of Oregon Careers 89.)

Occupation a, D. G.

a. What is the demand/supply analysis in Oregon in 1989 for each occupation?

b. What is the suggested training for each occupation?

c. What are the schools or training siies for each occupation?

d. Write out completely the job description for three of these occupations.
(Write cn the back of this sheet.)

2. List four occupations that require only on-the-job training.

3. List three jobs that require a Bachelor's degree or more.

4. List three jobs that require a doctorate.

5. List five jobs in which average pay is less than $6.00 per hour.

Schoolwork, Lifework: Section 4 89
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6. How many colleges and universities are there in Oregon? (p. 35)

7. How many community colleges are there in Oregon? (p. 35)

8. List five licensed vocational schools that interest you or that you have never heard of before.
(pp. 35-36)

9. Define the word "tenure."

10. Which occupation will grow the most in Oregon in the years from 1988-1994? (p. 40)

Schoolwork, Lifework: Section 4



Counselor-Directed Activities

High school counselors play a central role in their students' career
development In most of the program types discussed in this book, counselors
are intimately involved in career development services: they coordinate the
activities, provide one-on-one and group career counseling, and teach the
career education curriculum. In the Counselor-Directed Activities model, the
counselor is the focal point for a wide range of activities that insure a
comprehensive, coordinated, and developmentally appropriate delivery.

Schools that choose counselor-directed activities may use these activities
alone or in conjunction with a career class or unit as the basis for the 1/2 unit
of career development credit reqtri7ed for graduation. The strengths of the
counselor-directed approach are the flexibility it provides in delivering a wide
range of services and the intimate involvement of the counselors in the broad
range of career development activities.

Critical administrative features of this model include 1) an effective
tracking system to monitor student progress and insure completion and 2) the
clear assignment of responsibility for the program and documentation of
outcomes by the counseling staff. The first school presented provides a
method for the first; the second, for the latter.

Sample Materials:

Pleasant Hill High School 93

Student Educational and Career Portfolio

Win, Place, or Show . . . Don't Play Career Roulette

Senior Plan of Attack

Taft High School 105

Strategies for Student Success (graphic)

Lincoln County School District Counselor Goals

Guidance Program Management System

Counselor Agreement

Competency-Based Guidance Program Elements (graphic)

NIMINI111116
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See Also:
Counselor-Directed Activities
as a Secondary Strategy:

Central Linn High School 117

* Churchill High School 75

* Enterprise High School 42

Newberg High School 129

J.B. Thomas Junior High School 33

Tigard High School 1393

92 Schoolwork. Ufework: Section 4
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Pleasant Hill High School
Contact: Robert Griggs

Pleasant Hill High School
36386 Highway 58
Pleasant Hill, OR 97455
747-4541

School Enrollment: 457

Counselor/Student Ratio: 1:229

Program Summary: Counselors teach a six-week career unit in 9th grade in the
"Cruise" class and a four-week career unit in the 12th grade
Personal Finance class. These units are part of the required
curriculum. Counselor-directed career development activides
are required in the 10th and 11th grades. These activities, as
well as the outcomes of the 9tr. and 12th grade units, are
recorded in the "Student Educational and Career Portfolio". Part
of the portfolio is a "Four-Year Plan" to develop a specific
program of study based on projected skills needed, course work
recommended, personal goals, and training or qualifications
required.

Sample Materials:

In the 12th grade, students write a "Plan of Attack" to develop
specific options for vocational/technical schools, community
college programs, four-year college majors, jobs in the military,
or entry-level jobs. They identify areas of occupational interest
and detail specific requirements to meet their goals.

Student Educational and Career Portfolio;
Win, Place, or Show.. . . Don't Play Career Roulette;
Senior Plan of Attack.

State Standards: 316, 405, 702

National Guidelines: IV. 8, VII. 8; IX. 5, 6, 10; XII. 2, 3, 5

Career Information Resources:

Micro-CIS, CIS publications, any standard self-scoring interest
inventory (such as Holland Self-Directed Search, Kuder, COP
System), an aptitude instrument such as ASVAB or CAPS
Self-Scoring Aptitude Test; DOT materials, various career brief
kits.

Schoolwork, Lifework: Section 4
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Student Educational and Career Portfolio

Nan le Class of

Address

LAST FIRST MI

Phone

My Four-Year Educational Plan

My high school program below reflects the courses of study which help meet my future career, leisure,
and family roles.

GRADE 9 1st 2nd

1. Eng 5sh

2. Science

3. Math

4. Global Studies/Heatth 1

5. P.E.

6. Cruise

7.

GRADE 11 1st 2nd

1. English

2. U.S. History

3. Health !WE.

4. Math or Science

5.

6.

7.

GRADE 10 1st

1. Engkh

2. Math

3. Science

4. Global Studies II/Govt.

5.

6.

GRADE 12 1st 2nd

1. English

2. Personal Finance

3. Career Class

4.

5.

6.

7.

PRESENT EDUCATIONAL GOAL
9 10 11 12

High School Diploma
(on-the-job training)

Apprenticeship Program

Technical-Vocational Training
(comm. college, bus. ind. school)

Bachelor's Degree Program
(4 years college)

Advanced Degree Program
(5+ years college)

Armed Forces. Branch

Other

TENTATIVE CAREER CHOICES

Grade 9

Grade 1C

Grade 11

Grade 12

Name class you have taken that is related b your
career choice.

CAREER PORTFOLIO COMPLETED

9 I 10 11 I 12
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Career Development Activities (Counselor Notes)

GRADE 9: GOAL-SETTING, ASSESSMENT OF INTERESTS
Cruise (Career education unit in first semester)

Course-specific career education
Introduction to Career Information System and QUEST

COPS Interest Test
Four-Year Plan

GRADE 10: EXPLORATION, ACADEMIC ASSESSMENT
Course-specific career education

Elective exploration
Meet with counselor
Four-year plan review

Standardized achievement tests
Optional: Wort( Fxperience

Alternative program, Enployment and Training
Other

GRADE 11: ASSESSMENT OF APTITUDES
Course-specific career education
Four-year plan review

Armed Services Vocational Aptitude Battery (ASVAB)

Armed Servi::es Vocational Aptitude Battery, Group Interpretive
Career Chart Information V 'arksheet

Optional: Pre-Scholastic Aptitude Test
Diversified occupations

Work experience
Alternative programs

Other

GRADE 12: PLANNING AND DECISION-MAKING

Course-specific career education

Meet with counselor
Career unit: Personal Finance
Optional: Wort( experience

Alternative programs
College-Vocational School Fair
College-Vocational School Visits

Other

Other Options:
Career Information System books
Shadow experience
Lane Community College courses
Research using Career Center resources
Career educational software
Avocational pursuits

Career field trips
Career Day or Week activities
Job Fair
COPES, CAPS, COPS assessment booklets
Job-0, Ag-O assessment instruments
Alternatives to high school completion (G.E.D.)

96

1 0 9
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Activity - Work - interest Summary

SUMMARY OF SCHOOL & COMMUNITY ACTIVITES (GRADES 9, 10, 11, 12)

School and Community Activities Honors and Awards

SUMMARY OF WORK EXPERIENCES (PAID OR VOLUNTEER)

1.

Employer Nature of Job Length of Employment

2.

3.

4.

5.

SUMMARY OF APTITUDES, INTERESTS, SKILLS, AND OPTIONAL ACTIVITIES

Name of Activity Comments/Results

1.

2.

3.

4.
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Win, Place, or Show ... Don't Play Career Roulette
Options for the Future

Optionl Vocational School, Military, Community College,4-year School, Work (Circle one)

Specifics:

Courses First Year:

Things I need to do:

1.

2.

3.

4.

5.

Option2 Vocational School, Military, Community Collegu,4-year School, Work (Circle one)

Specifics:

Courses First Year:

Things I need to do:

1.

2.

3.

4.

5.

Sign off: Counselor Parent/Guardian

98 Schoolwork, Lifework: Section4
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Military Service Information Sheet

Describe what advantages you see by going into the service NOW

Specif ics:

What is the length of service term?

What is the starting pay?

What is the highest pay you could get in a 4 year program?

Where is the basic training?

How long is basic training?

What specific jobs can you get trained for?

What do you see as some of the specific advantages of going and being in the service (the "fringe
benefits")?

What are some of the disadvantages you see?

After finishing your specific training in the service, what "civilian jobs" could you qualify for?

What specific benefits can you receive by being in the service and then getting out, e.g., education, loans
on houses, etc.
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College Information Sheet

General Information

Name of School Size

Location

Cost for first year

Tuition Books/Fees

Room/Board Transportation

Personal Expenses Total

Identify Specific Requirements

Grade Point Average SAT/ACT

Fees Application Deadline

Deadline for Housing

List two different housing options

Construct your first years program, including course titles

First Quarter (Semester) Second Quarter (Semester) Third Quarter

What, specifically, do you like about the college?

Name 2 majors you are interested in and what 3 jobs they can lead to

Major Jobs Major Jobs

What specific steps must you complete to get financial aid?

What are some of HIE, benefits of a college education?
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Work Information Sheet

Occupational area you are interested in:

Briefly describe how you plan to get a job in this field

Is there an apprenticeship program or vocational school where you can get training? What are the
requirements and costs of such training?

Name 3 places of employment where you might receive on-the-job training.

What is the average hourly wage?

What is the monthly salary range?

Can you find the job in the current want ads? Cut one out.

What is the current rate of unemployment in Lane County?

What are the advantages and disadvantages of going to an employment agency?

Name three important "fringe" benefits you should look for:

What other jobs areas are related to this occupation?

What factors do you think would help you succeed in this occupation? Explain . . .
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Vocational School/Community College Information Sheet

Name of school

Location

Cost per year to attend

Specific programs you are interested in

Describe the specific job opportunities that come from this training

List the courses you will take:

How long will the program take?

What will be the total estimated cost?

What other areas might this training lead to?

Does the school have financial aid?

How do you apply?

Is the program limited in any way (number of people accepted each year, date deadlines,
recommendations needed, test at school required, etc.). List if required.

Does the school have a job placement service?

List names and phone numbers for three people at the school who you can contact to get further
information and help.
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Senior Plan of Attack

Project Check-Off Sheet

Practical Values Test
CIS QUEST
Interest test (Kuder, COPS, Holland)
Aptitude test (ASVAB, CAPS, other)
Review Student Guide

Identify 3 highest:

interests Aptitudes Work Values

Identify 3 highest areas of occupational clusters:

List six specific c seers cards reviewed:

Attend any three of the following presentations:

Lane Community College
Military Services
Work Orientation
College Orientation
Financial Aid
1990s Careers Outlook

Things to turn in on the final day:

1. summary sheet
2. 3j)rofile sheets, COPS, CAPS, COPE
3. CIS User's Handbook
4. 3 data sheets
5. 2 different ww sheets
6. Study Guift Sheet

Identify the three most plausible options for next year:

1. 2.

3.

Schoolwork, Lifework: Section 4 1 03
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Taft High School
Contact: Marcy Taylor

Taft High School
4040 High School Drive
Lincoln City, OR 97367-1699
996-2115

School Enrollment: 387

Counselor/Student Ratio: 1 :231

Program Summary: Taft High School begins its career development with a career
unit in the 8th grade. Counselors from Taft High School go to
the middle schools in the spring and use the High School
Planner (HSP) with all incoming 8th graders. During this time,
the counselors meet with the students in classroom settings to
introduce career planning and High School Planner.

Sample Materials:

In the 9th grade, all students participate in a career education
class. Throughout their four years at Taft High School, they
continually update the four-year plan within the career and
technology center. The center is staffed with a coordinator and
volunteer aides who are retired citizens from the community.

Career education occurs throughout the students' curriculum,
and the counselors provide teachers with relevant materials.
Career education units are provided in 10th- and 12th-grade
personal finance and economics classes, repectively. Students
also complete individual projects and each 12th-grade and
his/her parents meet with the counselors in the fall to use CIS
and explore the job search or college information files.

At the end of a student's senior year, he/she will have fmished
the high school planner and fulfilled the state's guidance
standards. An accountability system for monitoring compliance
to state guidance standards has been developed by the Lincoln
County school district. This "Guidance Program Management"
form if completed following each student/counselor (or aide)
contact.

Strategies for Student Success (graphic);
Lincoln County School District Counselor Goals;
Guidance Program Management System;
Counselor Agreement;
Competency-Based Guidance Program Elements (graphic).
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State Standards: 702(1Xc), (2)(a),(b); 405

National Guidelines: Counselor Competencies: 40, 43

Career information Resources:

Mime-CIS, High School Planner

106 Schodwork, Lifework: Section 4

118



Realistic
Educational
Alternatives

Personal
Education

Plan

Board
Goals

Secondary

Sgitoodyl

'Technology P
Centers

S.R.L

dependent
Study

D.R.E.A.M.S.Learning
Packets
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Lincoln County School District
Counselor Goals

1. Each counselor will be knowledgeable of the professional mandates and guidelines established by
the Oregon Department of Education.

2. Each counselor will be certified by the Teacher Standards and Practices Commission of the State
of Oregon.

3. Each counselor, in conjunction with the building principal, will develop a professional growth
program.

4. Each counselor will coordinate the selection of the guidance team and its activities.

5. Each counselor will collect objective data through the use of commercial or self-developed
instroments to measure student attainment of goals in the four domains.

6. Each counselor will respond to inquiries from local community members.

7. Each counselor will meet the evaluak.4n timelines established by the building administrator.

8. Each counselor, with the approval of the guidance team, will develop and manage a budget to
support the guidance and counselor goals.

9. Each counselor will manage a PEP (Personal Education Plan) for the educational,
career/occupational and personal/social needs of all students.

Schoolwork, Lifework: Section 4
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Guidance Program Management System

On the following page is a sample of a computer scan form that provides base data for counselor
activities at each of our school sites.

The form is to be completed for each student-counselor interaction.

110

121
Schoolwork, Lifework: Section 4



P,wiIvdmnUSA NCS Tmas-Optie MP30 77514-3 A1401

LCSD

GUIDANCE PROGRAM MANAGEMENT

INSTRUCTIONS-

i 1 Use No 2 pencil only

2 Make marks heavy and dark

3 Fill circles completely
4 Do not use staples on this foil 1

Correct Mark

0 0
liii rreLt Marks

a GI

TYPE OF CONTACT IND GRP PHN
Student

New Student

Staff

Parent

Administrative

Service Agency

Other
0 00 0

SCHOOL CNSL STUDENT COURSE

1 77 i Iooc>oog0000coo
00000l000000
000eo000000e
0004000000
000e
000(9000000
0OCK)000000
0000000000
00010000000
0000000000

X)00000

.10 eooeoo,
0 000000,

000000:
0 0 000000;

0000000
0 0 000000'
0 0 00000®
0 0 000000
0 0 000000.
0 o 000000

TIME OF CONF

Before 0
School

During 0
School

After 0
School

Evening 0

PRIMARY & SECOND; RY REASONS
FOR CONTACT 0 0

EDUCATIONAL DOMAIN

Studying & test taking

Utilizing resources. etc

Problem solving/Ed plan

0
0
0

0
0
Cr

CAREER/OCCUP DOMAIN

Knowledge of self

Knowledge of world of work

Career planning

Employmcit

0
0
0
0

0
0
0
0

PERSONAL/SOCIAL DOMAIN

Interpersonal Communications

Utihzing contributions

Use of community agencies

0
0
0

0
0
0

VISURE DOMAIN

Group

1 life time
Personal

Family

0
0
0
0

0
0
0
0

Administrative Tasks 0 0
Other Management Tasks 0 0

LENGTH OF CONF

1-5 min 0
6-15 min 0
16-30 min 0
31-45 min 0
Over 45 min 0

NUMBER IN GFI31

2-15 0
16-30 0
3 1 or over 0

PLANS MADE/
ACTION TAKEN

Class schedule change

Conf. with involved parties

Conf with parent

Conf with student

Conf with teacher

Progress check

Phone call to parent

Referred out of school

Referred in school

Transferred to another school

Scheduled another conf

Other

None
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Counselor Agreement

TO: , Senior High Principal

FROM: . Counselor

I will make the following contributions to the students, staff, and parents of (School) during
the 1988/89 school year:

STUDENT RESULTS:

1.0 Students will acquire and demonstrate the following competencies:

1.1 Each ninth-grade student will:

Identify attitudes and skills for which employers look in job applicants.

Demonstrate skills in using the career information resources in the Technology
Center.

Demonstrate skills in using the career decision-making process in choosing a
career.

Identify her/his own work traits and interests.

1.2 Each tenth-grade student will:

Identify local job opportunities.

Demonstrate job-seeking and application skills.

Use at least four sources to find career/occupational information.

1.3 Each eleventh-grade student will:

Demonstrate skills in career decision making.

Describe a course of study leading to career goal.

Demonstrate job-interviewing skills.

1.4 Each twelfth-grade student will.

Describe work/leisure/educational experiences outside of school that relate to
own career goal.

Demonstrate planning skills required to reach her/his career goal.

2.0 Of those students in my case load who request assistance or are referred, each student will (1)
identify the problem, (2) identify the problem characteristics, and (3) help prepare a plan to
remedy the problem.

112 Schoolwork, Lifework: Section 4
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STAFF RESULTS:

3.0 I will assist staff to design and implement an improved artics_lation system with both middle and
senior high schools' staffs and between grade levels.

SELF-IMPROVEMENT:

4.0 I will update my competencies in learning-teaching styles appropriate for the Talented and Gifted
and for slow-learners.

ASSIGNED TASKS:

5.0 I will chair the CORE Team Meetings.

I will participate in IEP Meetings when required.

Schoolwork, Lifework: Section 4
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COMPETENCY-BASED GUIDANCE PROGRAM ELEMENTS

Master Calendar 12.
of Events

Advisor/ 11.
Council/
District
and/or by
Building

Student 10.
Monitoring
System

Individual 9.
School &

Counselor Plans

1. Philosophy/Guiding Principles

\ I

2. Glossary

GLOSSARY
PURPOSE

STATEMENT
41111111100

3. Conceptual
Model

Counselor &
Agreements

7. Counselor Goals

4. Guidance
Goals

5. Student
Cornpetencies

6. Management Systems/
Unique to Each Building
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Gulde/Guidee Programs

Guide/guidee Programs, also called advisor/advisee, establish a teacher-to-
student relationship that is useful in accomplishing a wide variety of school
activities and administrative details. In most schools that use this model, each
classroom teacher (and often each administrator) is assigned a gioup of
students who are "guidees" or "advisees" for their entire school career. Most
have regular weekly or monthly guide group periods in which school activities
can OCCUL

Successful guide/guidee programs actively involve all staff in the full
educational and guidance processes of the students. The delivery of career
education by the guide group leader, however, has met with minimal success
for many masons. A primary problem is that adequate training, expertise, and
commitment to career development are difficult to achieve with consistency
and quality.

The model program presented here uses the guide group as a uniform place
for the counselor to work with students to accomplish career dcvelopment
activities. The guide group leader is an Ictive participant in many of these
activities.

Sample Materials:

Central Linn High School 117

Occupational Analysis
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Central Linn High School
Contact: Don Moore

Central Linn High School
32433 Hwy. 228
Halsey, OR 97348
369-2811

School Enrollment: 219

Counselor/Student Ratio: 1:219

Program Summary: At Central Linn High School, the counseling department and the
career center work together with "Guide Groups" to support
career development activities. Each student is assigned to a
Guide Group upon entering the high schooL Each teacher acts
as an advisor (or "Guide") to one group of students. All the
students in a group are in the same grade in school, and most
students stay with the same Guide and Guide Group throughout
their four years of high school. Although career development is
not the Guide Group's primary responsibility, some of the
school's required career activities take place within it. Activities
in the Guide Groups include developing a four-year educational
plan, scheduling courses, handing out school information, and
taking standardized tests and other assessment instruments.

The "Occupational Analysis" included in this book is a
self-directed activity from Central Linn's Career Planning
Packet The Career Planning Packet is a major component of
the school's career development program. It includes fourpart:
"Looldng at Yourself;" "Looking at Jobs:" "How to Get a Job;"
and "How to Hold a Job." Each student receives the packet in
9th grade and is expected to complete it by graduation.
Students' prowess is monitored annually, and the Career Center
Coordinator meets with 9th- and 12th-graders during elective
course time. The career center staff plans to update the Career
Planning Packet on a regular basis, one section pa year.

Other school career development activities include a unit on
completing application forms and writing letters and resumes in
the 12th grade. Counselors meet with individual students to
help with plans for postsecondary education and to help find
information about programs of study, schools, and financial aid.

Schoolwork, Lifework: Section 4 117)
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Micro-CIS is used in all of these activities. The school has a
single Micro-CIS system in the Career Center, adjacent to the
Counseling Office. The Counseling secretary provides some
support for the Career Center Coordinator. Planned changes for
the program include introducing High School Planner in the
Guide Groups with counselors, coriecting the Career Planning
Packet more closely to the four-year educational plan, and
adding an employee to help in the career center.

Sample Materials: Occupational Analysis: CIS First Session Worksheet;
CIS Second Session Worksheet;
CIS Third Session Worksheet.

State Standards: 316; 702(1)(a)

National Guidelines: 1.3; IV.3, 5; VI.1; VII.7; VIII.4; XII.2

Career Information Resources:

QUEST, Micro-CIS, High School Planner, Oregon Occupations
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Occupational Analysis

CIS First Session Worksheet

The Career information System was developed to help you explore crews and find outmore about the
career you have already decided upon. The system takes Into cionskieration your physical cancans, loca-
tion preferences, education and training, aptitudes, Interests, abides and desired wage.

You wiN complete OUEST two additional times awing your high school yearn. Caner Center slag will
take you through the process this first time. It is then your responsibility to mice appointments In the
career center to complete the two other sessions. One appoktment must be at the 1 ah grade level.

Read the instructions carefully in the CIS User's Handbook and then complete the QUEST questIonnaim.
You ;nay use QUEST on the comuter or with the Needle-Soot deck. Atter compledng the exactas, lid
the titles of five occupations that appear on your print out (of that stayed onyour needle) and that you are
interested in presently.

Five Titles

1.

2.

3.

4.

5.

1. Take one occupation from the list of five above and discuss why you like It best. Include infonnatbn
about salaries, work conditions, benefits, job availability, etc.

2. Was the job that you previously had considered among the five listed? (YES - NO)

If Yes, why?

If fkl, Why not?

Completion Date
Central Unn High School
July 1987
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CIS Second Session Worksheet

1. Did your OUEST list produce the same results as when you first completed the process? Yes No

A. If NO - what occupations changed?

1 -

2.

3.

4.

5.

B. What answers produced the changes?

2. Using the Oregon Occupations book or the Micro-CIS occupations printout, complete the following for
two occupations:

A. Occupation title:

Brief description of duties on the job:

Earnings:

Outlook:

Preparation:

B. Occupation title:

Brief description of duties on the job:

Earnings:

Outlook:

Preparation:

Completion Date
Central Unn High School
July 1987
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CIS Third Session Worksheet

What changes in your occupation list occurred after completing QUEST the third time? Explain why the
changes occurred.

List your current top five occupations:

1

2.

3.

4.

5.

Current occupational goal:

From the information found in the Oregon Occupations book or prinout, complete the occupational
analysis below.

A wide variety of materials can be found in the Career Center to assist you in completing this analysis.
First familiarize yourself with the reference books, the audio-visual materials, the pamphlets, the CIS
books and the other information. Then complete this analysis.

Occupational Analysis Outline

I. Classification

A. Correct Occupational Title:

B. Major Occupational Group:

II. Description of work (list at least five tasks or duties)

A.

B.

C.

U.

E.

III. Working conditions

A. Physical surroundings (noisy or quiet, indoors or outdoors, hot or cold, air conditioned,
etc.)

B. Working schedules (steady, loss of time because of weather, seasonal, dangers, stand-
ing or sitting on the job, odd hours, tiring, heavy or light lifting, etc.)

Schoolwork, Lifework: Section 4
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IV. Personal qualities required

A. Mental abilities and aptitudes needed (mathematical, clerical, verbal, science,
mechanical, etc.)

B. Personality traits (speech, appearance, honesty, tact, etc.)

C. Interest requirements (in machines, ideas, people, outdoors, etc.)

D. Physical requirements (active or sitting job, strength, height, weight, age etc.)

V. Education or training needed

A. Usual type of education list one (business school, technical school, community
college, four year college, apprenticeship, special school)

B. Years of education after high school

C. Skills needed

D. Courses in high school that would help to prepare you tor this job:

E. Where to get the training

Name and addresses of schools:

Course Length Yearly Cost

F. Do employers have on-the-job training program? (YES - NO) (describe if yes)
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VI. Location of employment

A. Most workers in this career are found - list one (cities, rural areas, all areas, offices,
factories, other)

B. Specific firms in a city, state, or area where this type of Job would be available (list
three)

1.

2.

3.

VII. Outlook

A. Are additional workers needed now In this occupation? (YES - NO)

B. Will more workers be needed in the future? (YES - NO)

C. Is it considered a bright future, status quo, or dead end job? (List one)

D. Job outlook in next 10 years: (list two points)

1

2.

VIII. Earnings

A. Beginning wage (underline per: hour, day, or year). $

B. Wage earned by most workers. $

C. Highest reported wage. $

D. Is there usually a paid vacation? (YES - NO)

E. How would you be paid for overtime? (time off, time and a half, etc.)

F. Fringe benefits-list (holidays off with pay, sick leave, hospitalization plan, dental plan,
pension plan, etc.)

1.

2.

3.

4.
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IX. Hours of wort

A. Usual hours per day:

B. Number of days pet week:

C. Number of hours per week:

D. Night work - circle one (never, always, eometimes)

X. Prorration

A. Are there opportunities for promotion? (YES - NO)

B. Must one get additional training to qualify tor promotion?

1. Formal (YES - NO)

2. Informal (YES - NO)

3. Apprentice training (YES - NO)

C. Are there related occupations to which this job may lead either with or without
more training? (YES - NO)

If YES, list two:

D. Possibilities for the first promotion are - list one (poor, fair, good)

Xl. Health and safety

A. Are there health dangers involved? (YES - NO)
If so, what kind?

B. Is there a high accident rate on this job? (YES - NO)

C. What safety precautions must be taken?

1. Wear protective clothing? (YES - NO)

2. Safety rules (YES - NO)

XII. Employee organizations

A. Would you be expected to join a union? (YES - NO)

B. Would you be expected to join an employee organization other than a union?
(YES - NO)

C. Is a license required? (YES - NO)
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XIII. Advantages - Disadvantages of occupation

A. Advantages B. Disadvantages

XIV. Sources of additional information

A. Title:

Source:

Address:

Phone:

B. Title:

Source:

Address:

Phone:

B. Title:

Source:

Address:

Phone:

Completion Date
Central Linn High School
July 1987
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Career Center Approach

Just as the counselor can provide a focal point for career development in a
school, the career center can serve as the centerpiece. Often the carter center
is an outgrowth of the counseling office; ideally, it is located in close
proximity to the counseling office to ensure the counseling staff has access to
its resources. Staffing is important: some schools designate a counselor,
secretary, career center aide, or career center coordinator (who may also be a
teacher) to staff the center, many rely on volunteer assistance.

Services and resources of a career center can cover a wide scope of career
and postsecondary educational needs. The Career Information System
delivery systems are housed in the center. Other written and audio-visual
resources on occupations, testing, job search, and post-secondary schools are
provided. Most centers maintain a filing system for miscellaneous articles and
pamphlets that is compatible whh the CIS classification systems. Books on
college selection, financial aid, careers in various fielt personal career
development, and job search are available. The career center may be the
clearinghouse for materials used in classes by other teachers, for interest
inventorie .., '. aptitude testing, for SAT preparation, for military recruiters'
visits, and lor the ccwerative work experience program.

The career center cannot, however, operate in a vacuum. It needs a forum
for student orientation, prescribed student activities, a tracking system, and
classroom and counseling support and integration with its services and
resources.

,

Sample Materials:

Newberg High School 129

Newberg High School Career Development Goals and
Objectives

Student Career Checklist

Career Planning Flow Chart

Career Profile

Interview Questionnaire

,

Schoolwork, Lifework: Section 4

i tin
127



See Also . . .
Career Center Approach
as a Secondary Strategy:

Central Linn High School 117

* Churchill High School 75

Sheldon High School 87

Taft High School 105
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Newberg High School
Contact: Myrna Friesc or Lob French

Newberg High School
Elliott Road
Newberg, OR 97132
538-8361

School Enrollment: 1,161

Counselor/Student Ratio: 1:387

Program Summary: Newberg High School's career program is organized around a
central career center. The career center staff keeps a "Student
Career Checklist" for each student and checks the activities off
as they ale completed.

Sample Materials:

Students meet with a counselor at every grade level. They are
required to complete "Career Profiles" in grades 9 and 10 and to
explore career options through QUEST and a self-awareness
presentation. Students in the 10th grade take a Personal Finance
class in which they prepare a resume and learn job-seeking skills.

Activities for llth and 12th-grade concentrate on a general
occupational area and/or educational training. Juniors attend
career information day and take the ASVAB or PSAT test.
Seniors update their resumes, go to interviews at the job fair,
college fair, military presentation, and complete an employment
and labor unit in their economics class.

Newberg High School Career Development Goals and
Objectives;

Student Career Checklist;
Career Planning Flow Chart;
Career Profile;
Interview Questionnaire.

State Standards: 702(1)(a); 316; 405

National Guidelines: 1.3; IV.5,8; V.2; VI.1,6,7; VII.7; VIII.4; IX.9,10; X11.2,3,5.

Career information Resources:

Micro-CIS, CIS publications, Oregon Careers, aptitude tests.
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Newberg High School
Career Development Goals and Objectives

9th Grade

Goals: mne student will make tentative career development plans.

Objectives: The student will demonstrate the ability to

1. make personal choices and decisions appropriate for individual needs.

2. match selected careers to identified interests and preferences.

3. review his/her four-year educational plan.

4. select appropriate Newberg High School course offerings to match career
goals.

5. locate and use career center resources.

6. investigate three specific careers matching identified interests and
preferences.

Suggested The following activities will provide assistance in achieving objectives:
Activities: counselor conference, career center orientation, parent odentation, standardized

career profile development, vocational course orientation, interest surveys, sell-
awareness and decision-maldng presentation. and a variety of small group activities
and written assignments.

10th Grade

Goals: The student will assess career development plans and develop job search
techniques.

Objectives: The student will demonstrate the ability to

1. establish tentative career and educational goals.

2. apply job search and application procedures.

3. identify career/occupation choices related to personal interest, values,
aptitudes and abilities.

4. investigate two careers compatble with identified preferences and interests.

Suggested Objectives will be met by implementing the following activities: counselor con-
Activities: terence, standardized aptitude test, interest survey, career profile development from

CIS output, and successful completion of the job search unit in the personal finance
class. The job search unit will involve individual and group presentations and written
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and oral assignments to cover these areas: obtaining a Social Security number and
work permit, finding iob openings, filling out application forms, writing a resume and
cover letter, learning techniques for interviewing, and writing follow-up letters.

llth Grade

Goals: The student will assess career development plans as they relate to academic
and personal choices.

Objectives: The student will

1. review and update the educational plan, including tentative post-graduate
plans.

2. assess first-hand information from tour authorities in four separate fields.

3. assess aptitude.

4. familiarize himself/herself with the Newberg High School cooperative work
experience and general work experience programs as they relate to entry-
level career opportunities.

Suggested Juniors will accomplish the above objectives by the following opportunities: coun-
Activities: selor consultation, attendance at four sessions of Career Information Day or alterna-

tive assignment, completion of the ASVAB or PSAT test, and work experience
program orientation and elective participation.

12th Grade

Goals: The students will assbss career development plans and prepare for appropriate
post-high school plans.

Objectives: The student will demonstrate the ability to

1. review and update the educational plan and develop post-high school
direction.

2. update his/her resume to be reflective of current goals and experiences.

3. gain first-hand insight into one of the following post-high school oppor
tunities: entry-level employment, military, college/technical school training.

4. investigate the role of employment and labor market cr :-.;itions In the
economy.

Suggested Seniors will fulfill the above objectives by the following activities: counselor con-
Activities: ference; personal current resume preparation; attendance at job fair, military inter-

views, or college fair; and completion of the Employment and Labor unit in
economics classes.
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This Sheet is placed in the student's file in Name
the Career Center and signed off as he or
she completes each item, Class

Student Career Checklist

9th Grade

Cluster Presentations

Career Profiles
(includes Job-0 and Orientation)

Self-Image Presentation

10th Grade

Job Search Unit

Social Security Card
Work Permit

APPlYfoci for irks
Finding job openings
Job Applications
Resume
Interviewing techniques

QUEST and Two Career Profiles

11th Grade

Career Information oay

ASVAB or PSAT test

12th Grade

Update Resume

Job Fair, College Fair/SAT
or

Military Rep. Meeting

Signature

Signature

Signature

Signature

Signature

Signature
Personal Finance

Signature

Signature

Signature

Signature

Signature
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Career Planning Flow Chart

ABILITIES INTERESTS SELF-CONCEPT

op

4.

JOB MARKET FUTURE
TRENDS

COMPLETE
EDUCATIONAL
PROGRAM

V
CAREER PLAN

WHAT
TRAINING IS
NECESSARY?

PLAN
EDUCATIONAL
PROGRAM
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Freshmen complete three profiles atter filling out Job-O-Interest Survey and selecting three careers of

their choice. They use Oregon Careers newspapers and CIS information books in the Career Center.

Name

Career Profile

Name of Career:

Duties and Responsibilities:

1. Description of work performed on the job (list minimum of five duties):

A.

B.

C.

D.

E.

F.

G.

H.

2. Describe the specific skills necessary to perform this job:

Education/Training Needed for the Job:

1. What courses do you plan to take in high school that would help prepare you for this career.

2. What additional training do you need in order to enter this career (If just a high school diploma is nec3s-

sary, please indicate.)
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3. Considering your grades and atiendance record at high school, are these educatbnal and training re-
quirements realistic for you?

Yes No

Salary and Benefits:

1. What is the salary range?

2. Would this salary provide enough money for you to live as you want?

Yes No

3. What are the other benefits in this career?

Current and Anticipated Needs: (Refer to Careers Newspaper)

1. Is there a need for workers in this career in Oregon? Yes No

2. Will the demand for workers increase or decrease in the next five years?

Increase Decrease

3. What schools can you attend in Oiegon to prepare for this career?

Community Colleges

Trade Schools

Apprenticeship Programs

Colleges/Universities

On-The-Job-Training

Resource Materials:

List the two resources that you used to gather the information to prepare your Career Profile.
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Seniors who miss the Career Day talk to three
people who have jobs in their area of interest
and complete this form for each interview. Student's Name

Interview Questionnaire
NAME OF PERSON INTERVIEWED:

Address and Phone:

Questions for career interview:

1. Basic skills needed for occupation:

2. Type of education/training needed for this type of work:

3. Chances for promotion or advancement:

4. Courses I should be taking in high school that would help me in this career:

5. What are the working conditions like?

6. Are there any benefits that go with the job?

7. Is there an opportunity to go into business for myself or be placed in a similar civilian position
atter service or experience in this type of job? If so, what career would I be trained for?

8. Is there a lot of physical activity related to this job? If so, sPecifY.

9. What are the advantages and disadvantages of this type of job?

Advantages Disadvantages

10. What does your job entail, and is there a grew deal of responsbility?
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*
* Independent Student Projects

Independent student projects provide a way to ensure that self-directed
activities occur within the high school years. They are similar to
counselor-directed activities, but tend to have a more specific and independent
process for the student to follow. Schools use these projects most often to
fulfill one element of a comprehensive program.

The model presented here provides an option to the required career
education class, primarily for students who transfer into the high school.
Some independent student projects are also affiliated with career center
approaches and guide-guidee programs. A well-written handbook or guide is a
prerequisite for an effective project. Also, the students need access to
assistance and advice while they are working on the project as well as
feedback on their fmal product.

Sample Materials:

Tigard High School 139

Career Project for 9th Graters
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See Also . . .
Independent Student Projects
as a Secondaq Strategy:

Taft High School 105
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Tigard High School
Contact: Don Feller

Tigard High School
9000 SW Durham Road
Tigard, OR 97224
6842255

School Enrollment: 1,605

Counselor/Student Ratio: 1:325

Program Summary: In the ninth grade, all Tigard High School students take a career
education class that uses CIS, the Occupational Oudook
Handbook, the COPS and SDS. If a student transfers to Tigard
High School and misses the class, he or she does the Career
Project, monitored by a counselor.

In the chemistry class, which about 30% of the llth-graders
take, students do an infused career project.

All juniors take a Personal Finance class with a career
education unit that focuses on life after high scool, the
community college option, 2 + 2 programs, financial aid, and
job search.

Finally, all counselors help their student advisees use CIS for
career exploration and to get national school and scholarship
information.

Sample Materials: Career Project for 9th Graders
Career Occupation Report
Interview
Interview Form
School -- College Training
Completion Notice

State Standards: 316; 702(1Xa)

National Guidelines: 1.3; IV.3,5; VI.1,6,7; VII.7; IX.5,10; XII.2

Career information Resources:

Micro-CIS, Occupational Outlook Handbook
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Career Project for 9th Graders

The Career Project May Meet
One of Several

Tigard High School Requirements

If you are a transfer student to THS, completion of the Career Project may cancel the need for a make-up
of 9th grade Careers Class. The Career Project may be used to complete competency *14. Coburg THS
classes, such as chemistry, require the completion of the Career Project as a necessary part of that class.

Students using the Career Project as a substitute to a career class or competency must coordinate the
work with the career counselor in the Guidance Center BEFORE starting. Plan forms must be signed In
advance.

The Career Project is simple and fun. The amount of time required is small (only hours), but if you
discover how useful the Career Iniormation System (CI3) is, you may spend more hours locating
information on your future. We want you to be familiar with CIS because this information source is easy to
use and will be the best source of help in compieting the Career Project. Youl find the computer terminal
in the Guidance Center. Begin by following these simple steps:

1. Make plans to work on the CIS wmputer terminal to complete QUEST (approxknately 20
minutes). Sign up for use in the Guidance Office.

a. Complete QUEST and select one OCCUPATION from the list. This becomes mast
lbw CAREER/OCCUPATIONS you must complete. (Circle this occupation and
youi ..ame and turn in the CIS printouts with the completed projects.)

b. Decide upon an OCCUPATION that is in some way related tt: an upper level class Of
a special class such as chemistry, which you have taken or are taking. This
becomes a second of the three CAREER/OCCUPATIONS you must complete.

c. Decide upon any UAW career and complete a CAREER/OCCUPATION report on it.

2. INTERVIEW: To help you better understand one of the CAREER/OCCUPATION areas, interview
a person who is in that field. This interview will help you make a decision about the
appropriateness of that field for you. FOLLOW the suggested questions when planning your
INTERVIEW and write out general answers to key questions you asked.

3. SCHOOLS COLLEGES TRAINING: Making good decisions about what kind of education and
training you choose after high school is as important as any decision you have made so far. To
help you examine the choices available, CIS offers substantial help. Every post-high school in
Oregon is listed in CIS. The topics of available information are clearly given in the CIS Users
HandBook Students wishing to gather information on colleges and universities outside Oregon
may do so by using the National Ichool numbers found in the Guide to Amedcan Colleges.

Your task is simple. Select one post-high school, college or training school and answer the
questions on the form provided.

140
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4. RESUME' PERSONAL DATA SHEET VITA PERSONAL JOB APPLICATION: These are
all names for the same item; a perwital description of yourself that is a necessity when
applying for jobs and higher goals as an adult. Even if you never apply for a professional-level
job, knowing how to complete a correct resume' on yourself will help you greatly in completing
JOB APPLICATION forms and government type forms. Be sure that your Resume' has at least
three ackilt, non-related references with phone numbers and addresses. You are to complete a
correct resume' (if not typed, must be neatly printed in ink). To help you make this an easier
task, use the CIS and ask for JS 51-58.

THE END, AT LAST! When you have completed the required tasks, double check to see that you have
done all of them.

1. Completed *QUEST."

2. Completed three CAREER/OCCUPATION reports.

3. Complete the SCHOOIJCOLLEGE/TRAINING form.

4. Prepared a formal RESUME'.

5. Completed the required INTERVIEW.

6. Sign the completion notice and attach your QUEST printout, then turn in completed results to the
appropriate person.

4IP
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Career Occupation Report

Name

1. Classification:

Occupationaitle
CIS * (if applicable)

2. Major duties of job:

O Chem Class
O Transfer Student
O Other

3. Job skills required:

4. High school courses that wouk1 help to prepare for entry into this occupation:

5. Post-high school or college program courses that would help to prepare for entry into this
occupation:

6. If post-high school training is needed:

7. List any aptitudes, interests and personal requirements of the job:

8. Job Future:

Is there a demand for workers now, how does the future demand It ok, etc.?
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9. Job Compensation & Personal Responsibilities:

What is the starting wage Highest

What kind of fringe benefits are offered

Will you be expected to join a union, employee or professional organization?

(sPecitY)

10. Where will you find employment in this job? (List four specific names of firms - two
outside of the Tigard area)

11. What are some of the negative aspects of this job? (hazards, travel, pay?)

12. How and where would you go about locating openings for this job?

13. How much does this job interest you now?

Definitely Probably N I knew more Only mildly interested
Not interested Definitely not interested anymore

14. Why did you answer #13 as you did?

15. What two (or more) sources gave you most of the above information?

16. What person has helped you with personal information on this job?

17. WHAT INFORMATION ON MIS JOB or WHAT NEXT JOB do you want to study?

18. Did you interview a person on this job? If so, who?
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Interview

Interviews
Complete an interview with an adult (21 or older) employed in any of three occupations from your list of
Career/Occupation choices. After the interview, write a summary of the interview. Attach (staple, tape or
paste) your interview to the back of this page.

When interviewing an individual about their vocation (job), there are certain standard questions that can
be asked. However, do not feel restricted to asking only these questions. Feel free to ask questions from
the "CAREER/OCCUPATION REPORT" forms that were not answered by supplied sources.

Suggested interview Questions
A. Name of person being interviewed

Date and location of interview

Occupation and employer of person being interviewed

B. Suggested questions

1 What training is required?
2. Is any experience required? If so, how much?
:3. What is the beginning pay? Top pay?
4. Do you work overtime? Is this required?
5. What are the fringe benefits? (i.e. insurance, education,

vacation, etc.)
6. Are you required to join any unions or associations?
7. What are the working conditions? (clean, hot, outdoor,

travel)
8. What type of supervision do you get?
9. What are the promotion opportunities or steps on this job?

10. What is the future outlook for this job?
11. What do you feel are the advantages and disadvantages of

this job?
12. Would you recommend a young person to select this as a

career today?

C. Process:

Call a person in a career position you are researching. Identify yourself by name and tell the person you
are from Tigard High School and would like to take a few minutes of their time to get some career
information for a class. IT they say o.k., go ahead and ask some questions as suggested on this page. If
the person does not want to answer any particular question (such as money, etc) simply go on to the next
question. When you end the conversation, be sure to thank the person for his/her time. Most importantly,
be polite! Afterwards, send a thank you note to the person to express your appreciation.
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Interview Form

Interviewee

Address & Phone *

Career area

When & where did the interview take place :

Summary of interview:

Schoolwok Lifework: Section 4 145
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1.

2.

3.

School College Training

Complete name, address and phone number of school selected and the CIS numbers:

a.

b.

C.

d.

Annual tuon/fee cost?

Room & board annual cost?

What ts the number enrolled?

What degree or certificates may be earned?

List five areas of speciafization offered by this school: then brier'. 1 which program interests you
the most and why?

Match by name one of this school% programs that is closest to one of your three career/occupation
reports.
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Completion Notice

A. I certify that I have completed this career package.

name of student

address

phone number

date

B. I certify that I have reviewed this career package and that it meets the career
requirements as specified by Tigard High School.

staft signature

date

career-related class

Schoolwork, lifework: Section 4 147
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Career Education Infused in the
Curriculum

This concept, in its purest form, integrates career education into all subject
areas at all grade levels. For schools to meet Oregon State Standard 405,
infusion is required. Some schools have attempted to use an infusion approach
to meet all of the career standards. Over time, most schools have combined
this approach with one of the other models represented earlier in this
publication.

Infusion at the high school level has not been well documented. In
preparing this book, we were unable to klentify a school with curriculum
resourves for publication. Some sample activities are available in the CIS
Implementation Handbook. The CERES Project, in the Ceres School District
in California, provides a K-12 infusion model through the National Diffusion
Network.

Understandably, this is the most difficult of the state standards to meet and
document. Infusion requires strong administrative leadership, district-wide
goals, staff commitment, and accountability.

Career Education Infused in the Curriculum as a
Secondary Strategy:

Taft High School 105

Tigard High School 139
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Section 5

Oregon Career Information Resources

Oregon Careers

Oregon Careers is an annual news tabloid that covers occupational news in the
state. It generally includes articles on the Oregon economy, job search, and agen-
cy resources. It also includes information about pay, outlook for 300 occupations,
courses of study, and schools offering training.

Cost and Availability: Free

Contact: David Allen
Occupational Program PlanniDg Systtm
Employment Division
875 Union Street NE
Salem, OR 97311
(503)378-6400
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Tho Career information System (CIS)

The Oregon Career Information System (CIS) is a public interagency consor-
tium that provides current labor market and educational information in easy-to-un-
derstand formats to individuals, schools, and social agencies. CIS is recognized
by the Oregon Occupational Information Coordinating Committee as Oregon's
state-based career information delivery system in accordance with the Carl D.
Perkins Vocational Education Act. The purpose of CIS is to improve career
choices and training opportunities.

CIS collects current local and national labor market and educational informa-
tion and presents it in ways that are understandable and simple to use. The oc-
cupational information covers about 95% of employment throughout the state,
and it is updated continuously. The educational files include programs of study
and raining leading to a license, degree, or certificate in an occupation, plus infor-
mation on over 300 public and private schools in Oregon and more than 2000
four-year colleges and universities throughout the country. The educational infor-
mation is updated annually. The Career Information System develops and main-
tains computer and cardsort systems for delivering the information. CIS provides
extensive technical help, and user services representatives consult with users on
ways to implement the system effectively.

Information Files and Sorting Programs:

CIS includes the following information and sorting modules. The computer
code word for each module is shown in parentheses:

QUEST: a 21-question computerized sorting tool that helps individuals
explore personal career options in light of the current labor market.
After completing QUEST, the individual receives a list of potential
occupations that are compatible with his or her reported interests and
abilities.

Assessment Link (UNK): a program that matches occupations identified
on tests such as the Strong-Campbell Interest Inventory or the ASVAB
with CIS occupational information.

Occupations (OCC): information about 316 occupational categories
that cover more than 95 percent of the employment opportunities in
Oregon and major kinds of work found elsewhere in the country. The
occupational descriptions include required aptitudes and skills, work
setting, preparation, licensing, wages, current employment, and
outlook. Occupations are clustered according to common, specific,
functions.

Military Career information (MIL): information about over 200
occupations in the military, work setting, training provided, and listings
of military specialties.
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Visit (VISIT): address and phone number listings for people in various
occiTations who are willing to spend time to talk with individuals
interested in their field.

Programs of Study and Traing (PROG): information about all types of
postsecondary education, from apprenticeship to professional degrees,
descriptions of each program, and listings of the schools offering the
programs in Oregon.

National SCHOOLSORT (SCHSORT): a sorting device that allows an
individual to search the National School File for colleges and
universities that match educational needs. The seven selectors are
program of study, degree, region, school setting, school size, admission
requirements, and maximum tuition and fees.

Oregon Schools (SCH): detailed information covering 62 topics for all
accredited public and private colleges, universities, community
colleges, and vocational training schools in the statemore than 280
institutions.

National Schools (NSCH): information covering 48 topics on more than
2,000 accredited public and private four-year accredited instautions
throughout the United States.

Financial Aid (AID): information about major sources of financial aid
for college and postsecondary vocational education, together with
detailed information about specific national, state, and Jocal
scholarships. The scholarships are organized into six major groups:
field of study, talent awareds, academic excellence and need, personal
characteristics, organizational affiliation, and local scholarships.

Working for Yourself (OWN): a frank discussion of the rewards and
costs of self-employment and descriptions of the possibilities for
self-employment in different groups of occupations. The Working for
Yourself File also describes characteristics of successful entrepreneurs
and essential aspects of business planning and operation.

Employer Information (EMPL): for each CIS occupation, a list of typical
employers in any area of the state or nation and cross-references to
telephone book ("yellow pages") headings.

Job Search (JS): instructional information about job-seeking
necessities such as making a resume, interviewing, writing cover
letters, researching employers, finding out about benefits and labor
laws.
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Supplementary CIS Guidance Software:

Micro-SKILLS (SKILLS): a tool for matching self-assessed skills with
the skill requirements of occupations.

High School Planner (HSP): a computer program that helps high school
students plan their four-year course schedule based on their edmadonal
and career goals and their school requirements.

User Services:

Training: User services representatives provide comprehensive training for
new users. For site coordinators who have had CIS for at least the previous year,
CIS organizes fall update training centnilized by region and special training for
community college and agency coordinators.

Usert Handbooks: Each student or client receives a User's Handbook to help
guide them through CIS. The handbook includes the QUEST questionnaire, a
complete index of CIS occupations, programs of study, and schools, and instruc-
tions and commands for using the system.

Implementation Ham book: The person who is responsible for coordinating the
use of CIS in the school or agency receives an Implementation Handbook. This
handbook outlines in detail the capabilities and information in as and also ways
to use it effectively with students or clients. A major section in the handbook is a
set of learning activities educators can use to put CIS to work in counseling and
in classes.

Newsletter: User sites receive the CIS newsletter, Update, three times per year.
The newsletotr highlights important CIS activities, such as fall training workshops
and information updates, and it includes notes of interest for vocational and career
counselors, teachers and administrators.

Follow-up and Technical Assistance: The user services staff works with
schools and agencies who use CIS to solve problems, help plan new uses for the
system, and to improve operations. The CIS technical support staff joins user ser-
vices to guide coordinators through the purchase and implementation of CIS on
microcomputers.

Computer and Non-Computer Formats:

Computerized CIS: The standard format for CIS on computer is Micro-CIS, a
system that runs on a microcomputer with a hard disk. A few sites use interactive
mainframe computer terminals. The computer system is easy to use: individuals
can search CIS files and get information relevant to their personal plans and
preferences. Micro-CIS includes all CIS information files. Other individual sort-
ing programs are available on floppy disks, such as Micro-QUEST (includes
QULST and occupation titles only) and Micro-SCHOOLSORT (includes the
School Sort program and national school titles only).
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manual CIS: The Needle-Sort Kit includes a deck of cards (one card for each
occupation in CIS), sortable with the QUEST questionoaire in the User's Hand-
book. It also includes a complete set of CIS occupational and educational infor-
mation books.

Publications: The CIS publications include Oregon Occupations, Programs of
Study and Training, Working for Yourself, Oregon Schools (Vols. I and II), and
Short-Term Training Programs, Financial Aid for Oregon Students, and Finding
and Following Job Leads.

Cost and Availability: The Career Information System operates as a public
consortium of users, controlled and supported by the or-
ganizations that use the service. Clients and students
are not charged directly for using CIS. However, the in-
stitutions using CIS are charged a service fee, which
varies according to the number of people served.
Software and other materials art then available to these
member institutions at cost.
The Oregon Career Information System is currently
used in over 380 sites and serves more than 150,000
people each year. Users include school districts, JTPA
programs, community colleges, displaced homemaker
programs, education service districts, four-year col-
leges and universities, private vocational rehabilitation
and counseling firms, agencies and schools serving the
disadvantaged and handicapped, private industry, the
State Vocational Rehabilitation Division, and public
'libraries.

Contact: User Services
Career Information System
1787 Agate Street
Eugene, OR 97403
(503)686-3872
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Section 6

National Career Information Resources

Dictionary of Occui:ational Titles, Fourth Edition

A comprehensive classification system, developed by the U.S. Department of
Labor, that includes over 20,000 occupational titles. Provides detailed descrip-
tions of job duties and knowledge and skill nequirements. The Occupational
descriptions art arranged so that closely related jobs are grouped together.

Note: Widely used in job placement and vocational counsel-
ing. Each occupation has nine-digit code. part of
which identifies the job relationship to data, people,
things.

Date o dssuo: 1977 (see 1986 supplement)

Cost and Availability: Cost:$32.00
Stock Number 029-013-00079-9. Make check payable
to "Superintendent of Documents."
Can be found h. most schools and librabes.

Contact: Government Printing Office Bookstore
1305 SW First Avenue
Portland, OR 97201
Telephone:(503) 221-6217
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Dictionary of Occupational Titles - Supplement

Titles, codes, and definitions for occupations that have emerged since the 1977
publication of the Dictionary of Occupational Mks and for occupations omitted
in that publication. Occupational dermitions appear in numerical order cor-
responding to the Occupational Gmup Arrangement of title by 9 digit code in the
DOT.

Note: Definitions may not coincide with context of jobs as
performed in particular localities or establishments.
May be necessary to research local information about
jobs within the community.

Date of Is 1986 4th Edition Supplement

r st and Availability: $5.50 Stock Number 029-014-00238-1
Make check payable to "Superintendent of Documents."

Contact: Government Printing Office Bookstore
1305 SW First Avenue
Portland, OR 97201
Telephone:(503) 2 1-6217

Guide for Occupational Ex !oration, Second Edition

A tool for career exploration developed by the U.S. Department of Labor.
Provides information about job duties, working conditions, skills, and abilities
needed, and entry requirement for each of 66 occupational groups, called "Work
groups." Occupational titles and codes froth the Dictionary of Occupational Titles
are a also listed for each work group.

Note: The work groups are organized into 12 general interest
areas to aid in locating those of the most interest to the
individual. Designee to be used by vocational coun-
selors and by individuals without counselor assistance.

Date of Issue: 1984

Cost and Availability: $14.00
May be found in local school career centers and
libraries.
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Contact: American Guidance Service
Publisher's Building
Circle Pines, Minnesota 55014

Military Career Guide:
Employment and Training Opportunities in the Military

Provides an occupational basis for interpreting ASVAB results by describing
134 militart enlisted jobs which are related to ASVAB scores. Also includes
descriptions of 71 officer occupations. Military occupations are linked to civilian
job groupings and to publications which describe civilian careers.

Date of Issue: 1988-89

Cost and Availability: Free

Contact: U.S. Military Entrance Processing Command
2500 Green Bay Road
North Chicago, IL 60064
Telephone:(800) 323-0513

Military Entrance Processing Station
2107 NE Columbia Boulevard
Portland, OR 97211-1987
Telephone:(503) 221-2749

Occupational Outlook Handbook

A major source of occupational information listing some 200 occupations.
Provides information concerning working conditions, job duties, training or
education required, earnings, future employment trends, lines of advancement and
location. The Handbook also includes data for selected industries including loca-
tion, principlal occupations and working conditions.

Note:. A major source of vocational guidance information for
individuals making the transition from school to work
and for individuals entering pr reetering the work force
at later stages in their life. Covers many, thought not
all, occupational areas. Job titles are coded to the 4th
edition Dictionary of Occupational Titles.

Date of Issue: Biennial
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Cost and Availability: $22.00 (paper),$24.00 (cloth).
Stock Number Paper-029-001-02942-0 Cloth-029-
001-02941-1
Make check payable to "Superintendent of Documents."
Available in most high school or community college
counseling centers; also available in libraries.

Occupational Outlook Quarterly

Variety of articles on job outlook. fopics covered in recent issues: high paying
jobs that do not require a 4-year degree, job outlook for college graduates through
the mid 1990's, jobs of the future, job opportunities in federal, state, and local
government, how workers obtin their training, fastest growing occupations.

Date of issue: Quarterly

Cost and Availability: $5.00 per year. Make check payable to "Superintendent
of Documents."
Available in college, universities, high schools, and
public libraries.

Contact:

Contact:

Government Printing Office Bookstore
1305 SW First Avenue
Portland, OR 97201
Telephone:(503) 221-6217

Government Printing Office Bookstore
1305 SW First Avenue
Portland, OR 97201
Telephone: (503) 221-6217

Occupational Projections and Training Data

National information on demand and supply conditions, training and qualifica-
tions for over 200 occupations. A statistical and research supplement to the 1986-
87 Occupational Outlook Handbook.

Date of issue: 1988

Cost and Availability: $5.50 Stock # 029-001-02974-8
Make check payable to "Superintendent of Documents."
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Contact: Government Printing Office Bookstore
1305 SW First Avenue
Portland, OR 97201
Telephone:(503) 221-6217

Standard Industrial Classification Manual

The Standard Industrial Classification was developed for use in the classifica-
tion of establishments by type of activity in which they are engaged, for purposes
of facilitating the collection, tabulation, presentation, and analysis of data relating
to establishments and for promoting uniformity and comparability in the presenta-
tion of statistical data collected by various agencies of the US government, state
agencies, trade associations, and private research organizations. Each estab-
lishment is assigned an industry code on the basis of its primary activity, which is
determinded by its principle product or group of products produced or distributed
ord services rendered.

Note: The Revised SIC manual will show more categories for
service industries, including computer sales, physical
fitness facilities, video tape rental, tax preparation ser-
vices, The manual also establishes new classifications
for cable and other pay television firms, radio/
telephone communication services, and other high-tech
industries.

Date of Issue. 1987

Cost and Availability: $24.00
Stock Number 041-001-00314-2
Make check payable to "Superintendent of Documents."
Available in public, college, and university libraries

Contact: Government Printing Office Bookstore
13055 First Avenue
Portland, OR 97201
Telephone: (503) 221-6217

Also available from:

National Technical Information Service
5285 Port Royal Road
Springfield,VA 22161
Order# PB 87-100012
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Standard Occupational Classification Manual

A mahual for users of the Standard Occupational Classification (SOC) system
developed to standardize reporting of occupational data to the federal govern-
ment. It contains a short description of thed work performed for each of 662 oc-
cupational titles, and also lists the Dictionary of Occupational Tilde (DOT) titles
and code related to each SOC title.

Date of Issue: 1987

Cost and Availability: $24.00
Stock Number 041-001-00153-1
Make check payable to "Superintendent of Documents."
An index to the SOC by DOT code is also available
("Index: Standard Occupational Classification Manual"
the stock number is 003-005-00180-8)

Contact: Government Printing Office Bookstore
1305 SW First Avenue
Portland, OR 97201
Telephone: (503) 221-6217

U.S. Industrial Outlook

Narrative discussions and statistics on current and pmjected developments fpr
over 200 selected industries. Includes short and long- term outlook statements.

Date of issue: 1989

Cost and Availability: $24.00
Stock #003-008-00200-5
Make check payable to "Superintendent of Documents."

Contact: Government Printing Office
1305 SW First Avenue
Pon land, OR 97201
Telephone:(503) 221-6217
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Appendix A

Counselor Competencies

In addition to identifying competencies for students, the National Career
Development Guidelines include competencies for counselors at each of' the five
levels. Below are competencies for counselors at the high school level:

Guidance and Counseling

1. Knowledge of general counseling theories and techniques.

2. Knowledge of decision-making models.

3. Skills in building a productive relationship between the counselor and
the students.

4. Ability to use individual counseling techniques in effectively assisting
individuals with career decisions and career development concerns.

5. Knowledge of group processes, their application to career planning and
career decision-making, and their use in disseminating career
information.

6. Ability to plan and use structured activities to increase students' career
development knowledge and skills.

7. Ability to help the student recognize nlationships between self-under
standing and effective career decisions.
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8. Ability to assist the student in identifying personal factors related to
career decision-making including effort, personality, values, interest.%
aptitudes, and motives.

9. Skills in recognizing and modifying stereotypes held by students related
to career decisions.

10. Knowedge of role relationships and the use of counseling skills to
facilitate personal, family, and career development.

11. Ability to assist the student in identifying contextual factors in career
decision-making, including family, friends, educational opportunities,
anc finances.

12. Knowledge of different cultures of students and the ability to interact
effectively with all populations.

13. Ability to understand and help clarify students' decision-making
processes.

14. Ability to assist students in understanding the relationship of interper
sonal skills and success in school and the workplace.

15. Knowledge of employment information and career planning materials
for student use.

16. Ability to identify role models for students in occupations and careers
they wish to explore.

17. Ability to assist students in the selection of courses that would be
required and/or beneficial for their career choices.

18. Ability to help students set goals and identify strategies for reaching
goals.

IInformation

19. Knowledge of nitional, state, and local education, training, employ
ment tTends, labor market and career resources that provide information
about job tasks, functions, salaries, requirements, and future outlooks
related to broad occupational fields.

20. Knowledge of basic concepts related to vocational-career counseling
including career development, career paths, and career patterns.

21. Knowledge of career development and decision-making theories.
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22. Knowledge of the changing roles of women and men and the linkage
of work, family, and leisure.

23. Knowledge of resources and techniques designed for use with special
groups.

24. Knowledge of and the ability to use computer-based career information
delivery systems to store, retrieve, and disseminate career and
occupational information.

25. Knowledge of educational tiends and state and federal legislation that
may influence the development and implementation of career guidance
programs.

26. Knowledge of employment information and career preparation and
planning materials for student use.

27. Knowledge of labor laws, credentialing, certification, and other
employment-related requirements.

28. Knowledge of basic concepts related to the use of labor market infor
mation in career counseling, classification of occupations according to
various classification systems, and classification of industries as
providers of goods or services.

Individual and Group Assessment

29. Knowledge of assessment techniques and measures of aptitudes,
achievement, interests, and values.

30. Ability to identify assessment resources appropriate for specific
situations and populations.

31. Ability to evaluate assessment resources and techniques in terms of
their validity, reliability, and relationships to race, sex, age, and ethnicity.

32. Ability to demonstrate the proper administration of assessment
techniques.

33. Ability to interpret assessment data to students, parents, school
administrators, and other appropriate individuals or groups of people.
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Management and Administration

34. Knowledge of program designs that can be used in the organization of
career guidance programs.

35. Knowledge of needs assessment techniques and practices.

36. Ability to assess the effectiveness of current career guidance programs
and practices in meeting prioritized goals.

37. Ability to develop a comprehensive career guidance program plan.

38. Knowledge of management concepts and leadership styles used in
relation to canter guidance programs.

39. Ability to adjust management and administration methods to reflect
identified career guidance program problems and specified situational
needs.

40. Ability to identify/develop and use recordkeeping methods to account
for the delivery of required career development experiences and to the
extent to which each student received the required experiences
(including those delivered by teachers, parents, and community-based
personnel).

41. Skills in developing marketing/promotional activities designed to
foster community support for career guidance programs and initiatives.

42. Ability to prepare proposals, budgets, and timelines for career guidance
programs.

43. Ability to identify staff competencies needed to remain current with
career guidance practices and resotures.

44. Ability to design, conduct, analyze, and report an assessment of
student outcomes that can be attributed to a comprehensive career
guidance program.

Iimplementation

45. Knowledge of program adoption and planned change strategies.

46. Knowledge of personal and environmental barriers affecting the
implementation of career guidance programs.

I
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47. Ability to implement individual and group programs, appropciaie for
high school students, in a variety of careez development areas including
assessment, decision-malting, career infocmation, and general career
counseling.

48. Ability to implement a public relations effort on behalf of career
guidance activities, services, and outcomes.

49. Ability to plan, organize, and manage a comprehensive career resource
center.

50. Ability to establish linkages with community-based organizations that
provide placement services.

51. Knowledge of local and state employers as referral sourms for employ
ment opportunities.

IConsultation

52. Ability to assist teachers and staff in understanding assessment
instruments and their value to students.

53. Ability to assist teachers and staff in developing an articulated high
school career development curriculum.

54. Ability to assist teachers and staff in developing curriculum that
addresses all areas of career development.

55. Ability to assist teachers and staff in teaching a guidance curriculum
learning activity or unit in the classroom.

56. Ability. to assist teachers and staff in working with businessfmdustry
personnel to provide instruction on employment expectations, changes
in the workplace, and job requirements.

57. Ability to assist teachers and staff in working with students to explore
various employment and career opportunities.

58. Ability to provide programs that encourage the elimination of bias and
stereotyping with regard to gener, race, and handicapping conditions.

59. Ability to assist parents in understanding students' interests, aptitudes,
and achievements.

60. Ability to assist parents in understanding the components of the career
decision-making process.
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61. Ability to assist parents in helping students explore educational and
career options/alternatives.

62. Ability to assist parents in becoming aware of a variety of career
development and educational opportunities available to students after
completion of high school.

63. Ability to assist parents in working with students to develop individual
career development and educational plans for implementation during
and after high school.

64. Ability to assist parints in working with students in coping with family
issues and decisions.

65. Ability to convey program goals and achievements to business and
professional groups, employers, colimunity group!, the general public,
and key personnel in positions of authority: legislators, executives, and
others.

66. Ability to provide data on the cost-effectiveness of career guidance
programs.

[Special Populations
1

67. Sensitivity toward the unique developmental issues and needs of
minorities and/or students with special needs.

68. Sensitivity toward and knowledge of various handicapping conditions
and necessary assistance and requirements.

69. Knowledge of realistic career expectations for individuals with special
needs.

70. Ability to identify community resources and establish linkages to assist
students with special needs.

71. Ability to listen to, establish rapport with, and find appropriate
methods or resources to communicate with limited-English-proficient or
impaired students.
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Appendix B

OREGON NONAGRICULTURAL WAGE & SALARY EMPLOYMENT
COMPARISON OF 1979, 1988 ANNUAL AVERAGE3 FOR MAJOR INDUSTRIES

1979 1988
Emp. Change

1979-1988
% Change
1979-1988

TOTAL WAGE 8 SALARY 1,058,200 1,152,300 98,100 9.1%
MANUFACTURING, TOTAL 228,500 214,300 -14,200 4.2%

Durable Goods 171,800 155,900 -15,900 -9.3%
Lumber & Wood Products 81,200 68,700 -12,500 -15.4%
High-Tech Industries 30,000 27,200 -2,800 -9.3%
Other Durables 60,600 60,000 -600 -1.0%
Nondurable Goods 56,700 58,400 1,700 3.0%
Food & Kindred Products 2E,200 24,100 -1,100 -4.4%
Printing & Publishing 10,000 13,500 3,500 35.0%
Other Nondurables 21,500 20,800 -700 .3.3%

NONMANUFACTURING, TOTAL 827,700 938,000 110,300 13.3%
Mining & Quarrying 2,400 1,400 -1,000 -41.7%
Construction 53,000 39,000 -14,000 -26.4%
Transp., Communication & Utilities 60,000 60,500 500 0.8%
Trade 256,800 291,300 34,500 13.4%
Finance, Insurance & Real Estate 69,100 73,600 4,500 6.5%
Services 185,700 260,600 74,900 40.3%
Government 200,700 211,600 10,900 5.4%

- Federal 29,900 31,700 1,800 6.0%
- State 54,400 58,600 4,200 7.7%
- Local 116,400 121,300 4,900 4.2%

Goods - P.aducing Industries 283,900 254,700 -29,200 -10.3%
Service - Produeing industries 772,300 897,600 125,300 16.2%
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Appendte C

Model High Schoo: Career Guidance and
Counseling Programs in Oregon

In Oregon, career guidance and counseling are supported by a variety of state
agencies and organizations, including the Oregon Department of Education's Stu-
dent Services Section ind Division of Vocationid-Thchnical Education, Oregon
Career Information System and the Oregon Occupational Information Coordinat-
ing Committee. Each of these organizations works with education and enVoy-
ment and training programs to assure student/client development needs are met.

In 1988, the Department of Education began a search for model high scho A
career guidance and counseling programs. Schools submitted formal applica-
tions, and the model programs were then selected by a panel of st.te and local per-

ael. The final model high school career guidance and counseling programs
were Amity, Churchill (Eugene), Enterprise, Harrisburg, Madison (Portland),
Nyssa, South Eugene, and lillamook. Limited funds were made available from
the Department of Educauon to help these schools further enhance their
programs. Funds were also made available to personnel from districts around the
state desiring to visit one or more model sites to gather information to help
develop their own programs.

Two of the model programs, Churchill and Enterprise, are described in Section
4 of this publication along with their sample materials. -Demiptions and conticts
for the other six are includea in this appendix. If one of the model programs
sounds interesting, contact the person listed for that site to make arrangements to
learn more. Information on the model high school career development sites is
also available from Bill Lesh, Career Guidance Specialist for the Department of
Education, 700 Pringle Parkway SE, Salem, OR, 97310, telephone 378-5585.
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* A Hi h School

503 Oak Street
Amity, Oregon 97101
Telephone: (503) 835-2181
Contact Person: Toni Riddell

Amity High School's career education program is comprised of (1) an in-
tegrated career education program, (2) the advisor-advisee program and (3) the
Personal Career Profile notebook, which coordkates and documents a student's
four years of high school as well as identified career goals and (4) the counselor,
who coordinates the entire career education program. The goals of the program
are to promote self knowledge, goals and decision miring; to support the process
of selecting and preparing for a career, and to foster feelings of uniqueness, pride
and self-confidence. Each full time staff member is assigned from 12 to 15 ad-
visees. Advisors meet with advisees two to three times each term, more if neces-
sary. This program assists students to continually upgrade their canter files and to
make appropriate caree- Ind coursework decisions. The advisor keeps informa-
tion and forms on file for each advisee, sue' as an activities and accomplishments
check sh"et, goal and darn sheets and updated four-year plans. The Personal
Career )file was developed to provide immediate access to personal and school-
related information necessary when completing scholarship, job and college ap-
plications. This Profile also meets student needs to document and showcase their
involver mit in school activities, achievements and awards as well as academic
and attendanm records. The Personal Career Profile becomes a collection of four
years of high sei331 involvement and achievement.

* Churchill High Schoci

(see page 75)

* Enterprise High Schou! .

(see page 43)

* hianisburg Union High School

400 South 9th Street
Harrisburg, Oregon 97446
Telephone: (503) 995-8271
Contact Person: Karp George

Harrisburg tnion High School's guidance program is a career development
guidance program which focuses upon "transitioning" and supports the 2+2+2
concept. The guidance program offers Guaranteed Services to all students.

172

1 71
Schoolwork, Lifework: Appendbc C



Students complete a sequence of career development activities during their
high school years. Each student has a personal portfolio which records the ac-
tivities accomplished and the results of their program. Students also have in-
dividualized computer diskettes for their career and educational phoning. Career
development is incorporated into the curriculum, notably in English, Personal
Finance and Social Studies. Counselors assist teachers with thesc infusion ac-
tivities.

Harrisburg requires students to do an activity using the Career Information Sys-
tem each year. The High School Planner is also used annually to create and up-
date each student's four-year educational plan. At least two assessment
instruments are given annually. The Harrisburg program emphasizes develop-
ment of greater self understanding and the acquisition of knowledge regarding oc-
cupations, post secondary education and the world of work. It is recognized as a
highly effective career development and transitioning program with articulated
services and programs in the school, community and state.

* Madison High School

2735 N.E. 82nd Avenue
Portland, Oregon 97220
Telephone: (503) 280-5220
Contact Person: Judith Lcpert

Madison High School offers a one semester course entitled "Principles of
Career Success," combined with student file folder checklist activities. Within the
"Principles of Career Success" class, major topics covered include Planning for
Your Future, Entering the World of Work, and Developing Your Skills and Under-
standing. The Career Center is a focal point for the school's career guidance
program, offering a wide variety of print, compuwrized and audiovisual
materials. The Career Information System is an integral component of Madison's
program, with all students required to access the system via QUEST at least once
during their high school years. Students are required to complete a variety of as-
sessment instruments, including at least one of CFKR's Career Exploration Series
or the Job-0, the DAT, CAPS or ASVAB, a Worker Trait Group Checklist,
Vocaech Training Screener survey, and the College Major/Minor Finder Survey.
Madison also uses parent and student surveyi which gather post-high school
plans and desired high school course of study. Job search activities include ob-
taining a Social Security card and work permit, completing a job application,

reparing a resume, writing a cover letter and developing appropriate interview-
ing techniques. To successfully complete "The Principles of Career Success"
course, students must be checked off on 28 separate activities.
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* Nyssa High Schooi

824 Adrian Botwvard
Nyssa, OR 97913-3689
Telephone: (503) 372-3608
Contact Person: Anne Mathews

At Nyssa High School, career exploration and decision-making are infused
into the curricelum, particularly in Science, Business Education and Vocational
Education. There is an 1 lth grade career education class, and career education
within the required Personal Finance/Careers class.

Nyssa High School's career guidance and counseling program places emphasis
on self-understanding, decision-making, parent involvement and extensive use of
community resources. Interest inventwies are administered and results reviewed
at all grade livels. The EDITS Program is used COPS with freshmen; COPS,
COPES, CAPS and Comprehensive High School Planner with juniors. Juniors
also are given the ASVAB, with booklets and interpretation used as a follow- up.
All students participate in an annual Career Day.

Nyssa High School has a wide array of computerized, print and audiovisual
career information resources available for student and classroom use. They use
the Career Information System's Micro-QUEST, Micro-SKILLS and Micro-
SCHOOL SORT software and accompanying publications.

* South Eugene High Schoul

400 E. 19th Avenue
Eugene, Oregon 97401-4190
Telephone: (503) 687-3201
Contact Person: Laurene Larsen

The South Eugene High School Career Center is the focal point for the
school's career guidance and counseling program. Among the Career Center
resources and services are Micro-CIS,-Micro-SKILLS, college catalogs and
references, laser disks, magazines and publications, scholarship research with the
aid of an adult volunteer, pf)sters and reply cards and coordination of college and
military visitations. South Eugene annually co-hosts the Southwest Oregon Col-
lege Faire and has hosted the L:-.ne County Job Fair.

The Career Center also sponsors a series of career seminars which bring com-
munity membeis to discuss their occupational fields. A Financial Aid Night of-
fers assistance to students and parents as they complete financial aid application
forms. South Eugene uses a Guide program to assist students plan their high
school curriculum.

The South Eugene program seeks to disseminate occupational information and
provide a general exposure to the working world. Students learn to develop posi-
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tive attitudes nettled for sUccess in the high school. They receive specific infor-
mation about careers, aptitudes, colleges and financial aid through the Career
Center program.

* Tillamook High School

2605 12th Street
Tillamook, Oregon 97141
Telephone: (503) 842-2566
Contact Person: Judy Marvis

Tillamook High School's career development program involves a one-semester
class in the junior year and makes extensive use of a variety of self assessment in-
struments and community resources. The goals of the progrim am for students to
develop a carter plan based on self-knowledge and knowledge of the world of
work, to explore high interest career areas, to obtain information about post high
school opportunities, to identify skills needed to find and maintain a job and to
gain entry level skills and knowledge in a chosen carter area.

At the ninth grade level, students identify a tentative career plan and choose
courses suitable to that plan. Parents assist in the process, and plans are discussed
in the annual guidance conference. All students use Micro-CIS and art involved
in the Pacific Northwest Bell "Choices" program. In Grade 10, all students take
the COPS and review their career plan with a counselot

A one-semester career development dm is required in the junior year. Work
experience available for Luerested students. For both juniors and seniors, then is
a College fair and students may participate in state college 'visitations.

Among the variety of self assessment instruments are the Test of Achievement
and Proficiency (given yearly to all students), National Educational Development
Test (9th and 10th grades), PSAT (11th grade), SAT (11th and 12th grades),
COPS (10th grade), ASVAB (all 1 lth grade students). The CIS QUEST is re-
quired of all ninth graders and may be used on request thettafter.
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